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Simpler spelling 

All Script Shorthand publications use the 12 words adopted by 
the National Education Association in 1898, and used in all N E A 
publications, which include tho thru thoro program catalog and 
their derivatives. 

A shorthand system, which writes consistently by sound, should 
assuredly uphold to this extent, at least, the tremendously impor¬ 
tant movement for the reform of English spelling which commands 
the united support of leading language scholars both of England 
and America. 

Simplified Spelling Board, Lake Placid Club, N Y, will send full 
information concerning this important movement on request. 
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Preface 

*Script Shorthand is a system of the true script 
type, a type virtually unknown in this country altho 
highly developed abroad. It is accurately phonetic, 
vastly more legible than any established English 
language shorthand system, and far simpler. It is 
based on 40 years of personal shorthand writing 
experience, including 6 years of intensive study of 
the problem, using modern objective data and 
scientific methods; 4 of these years in the Graduate 
School of Education at Harvard University. 

For vocational use Script Shorthand offers a better 
system than any heretofore available, for it is — 
Substantially easier to learn and to teach; per¬ 
mitting more thoro instruction within the usual 
time, or usual results within a shorter time. 

Adjusted to normal business shorthand speeds of 
80 to 120 words per minute; not overburdened 
with complexities useful only at a reporting level. 

Incomparably more legible, achieving at least 
99% average accuracy; its most valuable and dis¬ 
tinctive characteristic. 

For general personal use Script Shorthand offers 
the only system built from the foundations for this 
express purpose, the only system yet published for 
English which affords — 

Maximum simplicity, in harmony with the 
phonetic facts of English. 

Adequate speed, at least 60 to 90 words per 
minute in a single year of high school study. 

Unmistakable legibility under all circum¬ 
stances, by any writer of the system or after any 
lapse of time. 

* First published in 1936 under the title of General Shorthand. 


Digitized by Google 


Original from 

UNIVERSITY OF WISCONSIN 



Generated on 202Q-08-11 18:26 GHT / https://hdl.handle.net/2027/wu.89098961477 

Public Domain, Google-digitized / http://www.hathitrust. 0 rg/access_use#pd-g 00 gle 


IV 


Script Shorthand 

Shorthand characteristics 

It is well recognized that a good shorthand system 
has 3, and only 3, essential characteristics: it must 
be simple , swift , and sure — easy to learn, easy to 
write, easy to read. It is not so widely understood, 
however, that these 3 factors are inescapably inter¬ 
related; that, after the fundamentals of a shorthand 
system have been determined, one of these character¬ 
istics can be emphasized only at the expense of one or 
both of the others. This is just as inescapable as the 
result of shifting gears in a motor car: more pulling 
power, in low gear, means less speed; more speed, in 
high gear, means less pulling power. To disregard 
this fact in adapting any shorthand system to the 
purposes for which it is to be used is to impose a 
serious and quite unnecessary handicap on the user. 

Shorthand use 

Shorthand has 3 main fields of use: 

Personal shorthand , for personal correspondence, 
note taking, original composition, and almost every 
longhand purpose, as well as many purposes for which 
longhand is inadequate. 

Business shorthand , for taking business office dicta¬ 
tion, to be transcribed on the typewriter. 

Reporting shorthand, for making a verbatim record 
of the proceedings of a court, legislature, or conven¬ 
tion, or of a public address — anywhere that the 
speaker disregards the shorthand writer. 

There are in the United States to-day less than 
5,000 verbatim reporters. At the same time there are 
more than 500,000 business office stenographers. 
Reliable figures as to personal, non-vocational, use 
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are not available, but it is safe to say that this field, 
which should be at least 10 times as large as the voca¬ 
tional field, is to-day less than 1/10 as large — less 
than 1% of what it should be. 

Shorthand styles 

The balance to be struck between the 3 essential 
factors of a shorthand system, to adapt it to the 3 
main fields of use, is summarized in the following 
table. 

Learning Speed — Simplicity 


Style 

time — 
hours 

words per 
minute 

versus 

Speed 

Legi¬ 

bility 

Personal 

100 

to 

150 

60- 90 

Simplicity 

paramount 

Speed 

secondary 

AAA 

Business 

225 

to 

300 

80-120 

Simplicity 

important 

Speed 

important 

AA 

Reporting 

1,000 

to 

1,500 

150-200 

Speed 

paramount 

Simplicity 

secondary 

A 


Distinction between the adjacent fields of personal 
and business shorthand may be accomplished largely 
by a difference in the amount and kind of instruction 
rather than in the shorthand forms; but a successful 
reporting shorthand must use every practicable short¬ 
hand device to the fullest possible extent, resulting in 
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important structural changes in the system itself. 
It should be obvious, therefore, that to offer a short¬ 
hand system for the use of 99% of stenographers on 
the ground that it is well adapted to the needs of 1% 
of reporters is altogether illogical and inappropriate. 
Script Shorthand does not do this, but instead adapts 
its publications to the particular purposes for which 
they are offered. 

Textbooks 

This Basic Text presents the complete essentials of 
the system, together with a limited number of short¬ 
hand exercises. Each of the 15 lessons is subdivided 
into natural teaching units, each of which may ord¬ 
inarily be covered in a single classroom period, with 
accompanying home work. 

Script Shorthand Exercises provides, for every unit 
of each lesson, abundant practise material. All of 
this graded material—which includes word and phrase 
exercises as well as connected matter, together with 
60 pages of additional literary selections, business 
letters, and articles — appears both in shorthand, for 
reading practise, and in print, marked for dictation. 

The Script Shorthand Teacher is planned to serve 
either as a teacher’s manual or as a self-instruction 
guide. It includes: additional shorthand examples, 
keyed in print, for every point taught in the Text ; 
print keys to all shorthand exercises in the Text', a 
theory test consisting of separate words and phrases, 
and a dictation test consisting of connected matter, 
with shorthand keys for each, following each lesson; 
tentative suggested speed standards for the reading 
and writing exercises of each lesson; indexes showing 
where the shorthand form for each word or phrase 
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taught may be found in the Text or Exercises’, together 
with teaching helps and comments, summaries and 
suggestions, cross references, etc. 

In all 3 books chief emphasis is laid, of course, 
on the most frequently occurring words, which make 
up so large a part of ordinary writing. The 216 
wordsigns, for example, altho each stands for only one 
word , will make up about 50% of all writing. The 
3,000 commonest words, which make up about 90% 
of all writing, are all specifically taught, along with 
hundreds of other words only slightly less frequent. 
Emphasis is also placed, however, on developing 
the power to write unfamiliar words without hesita¬ 
tion, and to read them accurately. 

A distinctive feature is the review lesson, 8, which 
brings together, in a form carefully organized for 
effective review, all of the basic material necessarily 
subdivided and distributed thruout the preceding 
7 lessons for effective teaching. 

Another desirable feature is that all shorthand 
examples, as well as the word and phrase exercises 
and connected matter, are presented in the textbooks 
in the natural manner in which all shorthand is 
written outside of the classroom; that is, in lines, not 
in columns. 

The relatively simple structure of Script Shorthand 
is well adapted to use of the “ direct method ” by 
those who prefer that form of instruction. First steps 
in Script Shorthand , a direct method approach, to 
precede the Basic Text, takes full advantage of these 
possibilities. In addition, the inductive method of 
presentation is encouraged by placing the shorthand 
forms before the corresponding printed statement, 
so that, as far as possible, the shorthand does the 
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teaching ; the print becoming primarily a comment on 
the shorthand forms. 
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Introduction 

(1) To the student 

To master shorthand will be of great value to you 
all your life. You can learn Script Shorthand suc¬ 
cessfully with less time and effort than any other 
efficient shorthand system. You can not learn it 
without time and effort. Read and heed these points: 

Be systematic Have a definite time for your 
shorthand study each day and stick to it. Irregular, 
interrupted practise seldom succeeds. Regular, system¬ 
atic practise seldom fails. 

Be thoro Master each unit as you come to it, 
before going on to the next. Write, and read back, 
at least 5 times, every line of shorthand in the Text 
and Exercises. The selected examples illustrating 
each point are even more important than the exercises. 

Read shorthand Read all the printed shorthand 
you can get. The chief secret of writing shorthand 
fast enough is to think shorthand fast enough. 1 
Reading as well as writing trains your mind to think 
the right forms quickly. 

Read also every word that you write in practise — 
every time that you write it. Such reading helps 
you to discover and check bad writing habits before 
they become fixed. 

Write shorthand Use your shorthand at every 
opportunity — for every purpose. Preface, page iv, 

1 If you can write longhand at 30 words per minute, the aver¬ 
age speed, your hand can easily write Script Shorthand at 120 

words per minute. 


i by Goode 

O 


Original from 

UNIVERSITY OF WISCONSIN 







Generated on 2014-03-03 16:03 GMT / http://hdl.handle.net/2027/wu.89098961477 
Public Domain, Google-digitized / http://www.hathitrust. 0 rg/access_use#pd-g 00 gle 


Xll 


Script Shorthand 


suggests some of these purposes. Use the words 
which you learn in the early lessons, without waiting 
till you have completed the whole Text. The way 
to learn to write shorthand is to write shorthand. 


(2) Shorthand penmanship 

a) Write with a light, sure touch. Write each 
stroke with a single free unhesitating motion, and 
practise until you can control it. Do not draw 
shorthand forms, even in the beginning. Practical 
shorthand must be written, not drawn. 

b) Between words keep your pen close to the 
paper and moving quickly, with no waste motions. 

c) Your left hand must move the paper or note¬ 
book from time to time, as your right hand travels 
down the page, and turn or remove the page as the 
last line is completed. Careful attention at first 
will soon make this important detail automatic. 

Writing materials 

Pen A gold fountain pen is much the best instru¬ 
ment for shorthand writing. The point should be 
fairly fine and smooth, and the flow of ink free. A 
flexible point will tire the hand less in long writing, 
and tends to give a lighter touch and more graceful 
notes. 

A steel dip pen that is not coarse or scratchy will do equally 

good work, but is less convenient and agreeable. 

It is better not to use a pencil, especially in practise writing. 

If you must use a pencil for any reason, use a medium lead and, 

if it is not an automatic pencil, keep it sharp. 

Ink Use a free-flowing ink which writes as dark 
as possible. 
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Paper Use a good quality of ruled paper made for 
ink writing. The lines should be not less than f inch 
(preferably, for some writers, ^ inch) apart. End 
opening notebooks not more than 5 inches wide are 
excellent. 

If your notebook or paper is wider than 5 inches there should 
be a vertical line down the middle, and you should write in 
2 columns, in order to avoid as much as possible shifting the 
arm as you write across the page. 


(3) The sounds of English 


Script Shorthand writes by sound — the simplest 
written record of the spoken word — regardless of 
common spelling. Each sign stands for one definite 
sound , however spelled; not for any particular a b c 
letter. 

The sounds of English are few, simple, and definite. 
You need to distinguish, for shorthand writing, 
only about 40. The present conventional spellings 
of these sounds are many, complicated, and indefinite. 


Defects of present English spelling 

The principal defects of our present conventional 
English spelling, which make phonetic spelling neces¬ 
sary for shorthand, and desirable for all writing, are 
the following: 

a) Letters pronounced differently Every single letter 
of the common alphabet, and almost every digraph 
(2 letter combination) is pronounced in several different 
ways. For example — 

The letter o is pronounced 8 different ways in: 
work women on or go son woman do 

The letters ea are pronounced 8 different ways in: 
hoard heart hoad groat hoat aroa roact permoate 
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The classic example of such confusion is the couplet: 
Though the rough cough and hiccough plough me through, 
I ought to rub your horse’s hough for you— 
in which the letters o u g h are pronounced in 8 dif¬ 
ferent ways. 

b) Sounds spelled differently Every sound of Eng¬ 
lish is spelled in more than one way. The number of 
spellings varies from 2 for the sound of th as in that 
to 29 for the sound of i as in it. The average num¬ 
ber of spellings per sound is over 12. For example — 

The sound of s is spelled in 12 different ways in: 
cent psalm worsted this scene sc/nsm 

less listen is//unus answer next waltz 
The name sound of a is spelled 18 different ways in: 
make maelstrom main gaal gauge may 

prayed re great matinee eh their 

1 weigh weighed ball et they conveyed bouquet 

c) Silent letters From another point of view, every 

letter of the common alphabet, except perhaps j, is 
sometimes silent, as in: 

dead de&t back ad d have stuff gnaw school 

either kow ta/k mnemonic condemn 

d) Words spelled alike , pronounced differently Spell¬ 
ings like the following are used for 2 distinct words: 
live — We live here, A live wire 

read — I have read that, Let me read that 

e) Words spelled differently, pronounced alike Words 1 
like the following are spelled in 2, 3, and even 4 ways: 
know, no/road, rode, rowed/right, rite, wright, write 

1 A word is essentially a combination of sounds to express an 
idea; the spelling, a combination of letters to express the 
sounds. 
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The “ advantage ” of such different spellings for distinguish¬ 
ing different meanings of a word (to the eye — they cannot 
be distinguished to the ear) is much less important than the 
serious disadvantage of having to memorize such arbitrary 
distinctions. 

(4) The signs of Script Shorthand 

In a system of the true script type ; such as Script 
Shorthand, the signs of the basic alphabet are not 
those of simplest geometric form when standing alone, 
but are those signs which are easiest to write and to 
read when joined together in actual writing. 


.L..~^.. 



Above are shown all the signs used in writing Script 
Shorthand. Some of these signs may look strange at 
first, when standing alone, but when they are joined 
together, as on the next page, you will at once recog¬ 
nize many of them as already familiar in your longhand 
writing. The letters of longhand require an average 
of just about 4 strokes per letter, 1 while the signs of 
Script Shorthand require an average of less than 
1 stroke per sound — but the graphic elements are 
the same. 

1 The shortest letter, e, requires 2 strokes; the longest letter, 
m, requires 6 strokes. 
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Script Shorthand and ordinary writing 

On the lines below you will see 26 groups of Script 
Shorthand signs; disjoined on the lines marked *, joined 
together on the lines just below. Do the joined 
groups look familiar? Except for the crossing of t 
and x , the dotting of i and j, and the last stroke of 
the k p and 5 groups, all these signs are joined abso¬ 
lutely in accord with the regular rules of Script Shorthand! 



A yyz^ i/z^ /jl /r* 




This genuine and basic resemblance between the 
hand writing movements of the longhand which you 
already know and the shorthand which you are about 
to learn will be of great help to you in mastering the 
rapid and accurate writing of Script Shorthand. 
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Lesson 1 


A 

1 Write by sound 

For: add cat debt head picked ticket happy 

write: ad kat det hed pikt tiket hapi 

pa day paid cake weigh deep teach catch king 
pa da pad kak wa dip tic! kad kiq 

a) Write shorthand by sound, regardless of com¬ 
mon spelling. Each shorthand sign stands for one 
definite sound, however spelled; not for any particular 
a b c letter. Thus for the above words you will write 
in shorthand the sounds shown directly below each. 

(1) Thruout this Text sounds are indicated, where neces¬ 
sary', by the letters of the S R A phonetic alphabet, which 
has one and only one sign for each sound of standard English, 
and one and only one sound for each sign. 

(2) The sound of each of the 5 new letters used above is 
clearly shown by the word in common spelling just above it, 
and will be taught in 3 or 5, just below, in connection with the 
corresponding shorthand sign. 

2 Shorthand penmanship 

a) Write with your body, arm, hand, pen, and 
paper in the normal writing position of any standard 
system of longhand writing. 

(1) Follow closely the advice given in Introduction (2) 
as to correct habits of writing, and suitable pen, ink, and paper. 

3 Consonant downstrokes 


Sound 

P 

b 

w 

t d 

h 

k * 

d 

Sign 

Z 


:izzz 

izziz 


ze.z.iz 

... . 

Name 

pd 

bo 

Wd 

to do 

ho 

ko ey 

do 

As in 

per 


were, 

turn 

her, 

curl 

churn 


burr dirt length 
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a) These 9 consonant signs are all short down- 
strokes, 1 unit high. Take as 1 unit the height of a 
small m in your own longhand writing; preferably 
about the height shown in this Text; never more than 
f the height between the ruled lines of your notebook 
or paper. 

(1) The normal slope of all downstrokes is about 20° to the 
right of vertical; that is, about 70° above horizontal. 

b) These downstroke signs are distinguished by the 
form of their head and foot, which determines their 
joining to other signs. Downstroke signs may be 
either hook head (p b w), straight head (t d h), or 
loop head (k rj d). Likewise they may be either hook 
foot (p t k), straight foot (b d rj), or loop foot (w h d). 

c) The sound of p b w etc is the very slight sound 
heard if you start to say pin bin win etc and stop 
before saying in. The shorthand names pd ba wa 
etc are pronounced like the first parts of pe/r bu/rr 
we /re etc. 

(1) Avoid using the familiar a b c names of 
w and h, which are misleading as to the sounds 
which these signs express; or naming the single 
sounds q or d by the double letters of their com¬ 
mon longhand spellings n g or c h. 

4 How to practise 

a) In all your practise of the signs of the basic 
alphabet, speak the name or the sound of the sign 
each time as you write the sign; watch yourself write, 
and hear yourself speak. 

(1) By thus training hand, tongue, eye, and ear together, 
you will learn more quickly and more surely. 

b) Practise these 9 downstrokes thoroly, in this 
manner. 


tizedby C»OOqIc 
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B 

5 Vowel strokes 1 unit long 

Sound a a e u i i 

Sign Zi—iZ"JiZZZ 

As in bat barn bet bait bit beat 

a) These 6 vowel strokes are each about 1 unit 
long, a and a are level or horizontal, e and u slope 
upward, about 25° above horizontal, with the end 
% unit higher than the beginning, i and i slope 
steeply upward, about 50° above horizontal, with the 
end 1 unit higher than the beginning. 

b) All vowel strokes are written forward and/or 
upward. 

c) The shorthand name of a vowel is its sound 
alone. 

d) Practise these 6 vowel strokes thoroly, in the 
manner directed in 4a. 

e) The dot which distinguishes long vowels from 
the corresponding short vowels in writing single sepa¬ 
rate words may usually be omitted in ordinary con¬ 
nected writing. Where the dot is required, write it 
directly above the middle of the vowel stroke, after 
completing the word in which it occurs. 

6 Downstroke joinings 

.. 2 ^....£ 2 -£. 

a) 

bet * dip deep paid deck way eat picked debate 
(b e t) {weigh) 

a) To write a word in shorthand, join together in 
order the signs for the sounds of that word. To read 


k 


lOOQi 
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Script Shorthand 


a word, pronounce together in order the sounds repre¬ 
sented by the signs. 

. * V. 1/1 ^ L r Z t ' y - 

b) c) 

day bad beat daddy tip tape tap pet abbey 

b) Always join straight foot or straight head signs 
to a vowel stroke with a sharp angle. 

c) Join hook foot or hook head signs as tho the 
hook were a rubber tip which bent to fit the connect¬ 
ing vowel stroke. 

.:. . -Lf .. u.. 

d) e) f) g) 

hate hang bake attack attach cheap, cat cake 

d) Join a following sign to about the middle (of 
the height) of any sign with a loop foot. 

e) Join a preceding sign to about the middle (of 
the height) of any sign with a loop head. 

f) When a loop foot sign is final, omit the loop, 
but keep or increase the curvature of the downstroke. 

g) When a loop head sign is initial, omit the loop, 
but keep and increase the curvature of the downstroke. 

(1) Write initial k always deeply curved (like longhand c) 
to distinguish it clearly from shorthand t. 

7 Exercise 

T-g Ol U. Z' zL iJ 

Uj Cf 2 - 
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C 

8 Line of writing 

...K . L. .V.^./j. ~L .2_.^. I/.... 

a) 

bit it petty eight chat at pa hay tea 

a) Write the first down or up stroke of a word 
resting on the line of writing. 

(1) This rule is important chiefly to avoid hesitation in 
commencing to write a word. The meaning of Script Short¬ 
hand forms is quite independent of their position with respect 
to any line of writing, actual or assumed. 

9 Punctuation 

••••••. "{■]■ ..w . 

a) b) c) 

hyphen paragraph Kate,Eddie, Pat, 
dash parentheses Dick Babbitt 

a) Write all punctuation marks except the dash, 
hyphen, and parentheses just as in longhand. 

b) Indent paragraphs as in longhand; or, if pre¬ 
ferred, write a small cross on the line of writing in 
place of the usual period to mark the end of a 
paragraph. 

(1) Where a paragraph ends with an interrogation, 
exclamation, or colon instead of a period, substitute the cross 
for the dot on the line as shown. 

c) Write a small check mark, about 1 unit above 
the line of writing, just before any word to capitalize 
it. Do not mark obvious capitals, such as the first 
word of a sentence, or proper names occurring in an 
address or salutation. 

(1) One capsign before the first word is usually enough to 
designate a single name or title. 
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10 Exercise 



h 

G* 


“-r 

c* 



y 

zt 

-1 


/* 


** 


/ 

y 

VI 



/ 

/ 

<H^t 


D 

11 Wordsigns 

a) The commonest words of English form, by their 
frequent repetitions, a large part of all writing. 1 
Some of the most frequent are written by special 
short forms known as wordsigns. 


\ 

\ 7 

C. . 

. e . 

/ . 

...Jrr. . 

J . 

*a 

*and be 

can 

come 

do 

had 

have 

J 

V. . 

./.. 

...L . 

J?. 

. 3..... 

/ 

he 

in *of 

*the 

to 

we 

were 

with 


b) The 16 wordsigns above will make up over \ of 
all your writing. Master them thoroly. 

(1) * a and of the , which together will make up over $ of 
your writing, are the only arbitrary or non-alphabetic word- 
signs in Script Shorthand. Write the downward, except in a 
few cases which will be noted later. 

(2) do is d, written always downward; in is i, written 
always upward. 

(3) come have were always retain the loops, which dis¬ 
tinguish them from can he we. 


1 The 10 commonest words of English — the of and to a in 
that it is I — form over 25%; 100 words, including of course 
these 10, will make up over 50% of any writing. See Relativ 
Frequency of English Speech Sounds, Godfrey Dewey, Ed D, 
Harvard Studies in Education, Volume IV. 
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7 


(4) Write the wordsign for to also for too and two. 

12 Phrasing principles 

a) Short and common words are often joined 
together in writing short and common phrases. Such 
joining of words is known as phrasing. 

b) Join only words which join easily and legibly. 
A good phrase should be easier to write and to read 
than the separate words. 

c) Join only words which belong together naturally 
— words which are naturally associated in speaking. 

d) Most good phrases include at least one word- 
sign. The most useful phrases consist chiefly of 
wordsigns. 

(1) Do not exceed the clearly expressed limitations of these 

rules. 


13 Phrases 

■» . £ . ^ . ^ 


.7.^.. 

and the in the of the to a 

can the in a to the 

^ . h .^. J ..^. 

and with it had we were each week 

to be we have teach a 


a) Study and practise these typical phrases. 

(1) Exaggerate the hook head in joinings like we were, 
for clear distinction from joinings like we have. 

(2) In general, a word ending with a loop foot sign does 
not restore the omitted foot loop in forming a phrase (teach a, 
each week). 

(3) For the present, join words only as specifically sug¬ 
gested in the Text and Exercises. 
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14 Exercise 

1 e i£ 4 i* ~i t. 

2 b 

3 s-f / / T-e v 

$ J "Ct K-f / ^ CA A C '2^/. 

~l, s~i / n v*. 

7 / 2_ /V l/ 7 Z; / 7/. 

8 \ 

9 V > v ' $"? ^ 7 L - 

f 

10 2 \ ^ ^ L 7 4 2-2 Lj 2.7. 

11 £ / , ~L£. f 6* 7, M ? 

~Lf zr /. , 7_£ (, 6?. UJ- 

t) V 1 ~y • ^ -T ~t£- 1 J_ <w ^ L 

cf~l cJ ■ I C* C>- t£ (, 7 7 ^. 
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Lesson 2 


A 


15 

Circles 





Sound 

r 

1 

n 

m 



Sign 

...<a. 

-O.. 


•a. 

...a 

. 

Name 
As in 

rd 

run 

learn 

en 

em 

rail 

name rain lame 


then them 


a) r and I are left motion circles. 

n and m are right motion circles. 

(1) Left motion is counter-clockwise; sometimes called 
under motion. 

(2) Right motion is clockwise; sometimes called over 
motion. 

(3) The memory sentence “ The clock is right ” may help 
to remind you that right motion is clock wise. 

Write r and n very small; 1 and m about \ unit 
high. 

b) Practise these signs thoroly, as directed in 4a. 

(1) Begin to write r or I near the bottom of the circle, 
n or m near the top of the circle, as indicated by the key 
words rail name rain lame. 

(2) Remember to write r and 1 always with left motion; 
n and m always with right motion. 


16 Circle joinings to vowels 



rate chilly bill , 


. 

make any him , limit mail ran 


a) A left motion circle will always join above a 
vowel stroke. 

A right motion circle will always join below a vowel 
stroke. 


iy CiOOQIc 
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Zs. 


b) 

air hear care pair 


b) Write the vowel 
sound c as in air hear 
care etc, which occurs 
only before r, by e as in 
bet. 


(1) Always write the r sound of such words, regardless 
of how you happen to pronounce them. 


17 Exercise 


~D 

r 

c. 



</ 

<< 






1/ 

cv 

a~~ 


<5t 

J 

L? °7 


y 

-^i O 


c/f 

/ 



; 

B 







18 

Circle joinings to consonants 



. (oj.... 


2-g ... 


...u. 


a) b) written 

trade play battle , help harp empty ample , taken 


a) r or 1, written always with left motion, joins 
inside a hook foot, outside a hook head. 

b) n or m, written always with right motion, joins 
inside a hook head, outside a hook foot. 

(1) Where a circle joins outside a hook, write the end of 
the hook level, as is done after, or before, a level vowel stroke. 

. d . r)y> .. 2 ^,./?.. Zg. . 

c) d) claimed /happened 

bread black badly paint demand 


kJ by CiOOQlC 
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c) Write r or 1 after a straight foot sign as shown 
by the enlarged form at the beginning of the line. 

d) Similarly, write n or m before a straight head 
sign as shown. 


19 Connecting stroke joinings 


* ---- .. 


a) b) c) 

partake nearly namely branch 

midday kidney army milk 


a) Successive consonant signs which might other¬ 
wise blend together unrecognizably are separated by 
a very short horizontal connecting stroke or tick. 

b) Join r or 1 to a following straight head sign, 
n or m to a preceding straight foot sign, with the 
connecting tick. 

(1) r or 1 must not be joined directly to a straight head 
downstroke; n or m must not be joined directly to a straight 
foot downstroke; as such joinings could not be distinguished 
from a head loop or a foot loop in fast writing. 


c) Join any circle directly before or after another 
circle or a loop head or foot by a connecting tick — 
just long enough to prevent the signs from over¬ 
lapping. 


20 Consonant omission: final t d 

J ~ j ~ } A 

a) b) 

heart hard built build reached hardly 

hanged hearty 

a) When final t or d directly follows a left motion 
circle, a straight foot consonant, or a loop foot con- 
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sonant, omit the final downstroke. Write the con¬ 
necting tick which immediately precedes the omitted 
downstroke, sloping it upward slightly before omitted 
t, level before omitted d. 

b) t or d which is not final is not omitted. 


21 Exercise 


3/ 

-r 



~Z^&' ~E 


o%/ 

*r 

c£-o 


V 


-IS 



C 

22 

Sound 

Sign 

Name 

As in 




a. 




2 ^/ 




V 

Z' 

C? 



u 


Small vowel stroke: u a 
u a 






V 


or 


but, her 


cut done earn her 

touch, murmur 


a) This small vowel stroke is \ unit high, written 
steeply upward on the slope of i and i. 

b) Write this stroke for the sound of u, as in hut , 
and also for the closely similar sound of a, as in her. 

The sound a, named ar (like her with the h dropt, 
or ’ er ), is known as the neutral vowel. 

c) Practice this sign as directed in 4a. 


Diqitizecf 
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13 



d) much 

club couple luck one , turn worry bird permit 
d) Except for height, join like i or i. 

23 Vowel expression 



a u ” 



a) 


b) 


c) 


among pretty appeal 


ahead data mama 


away 


umbrella 


a) Write initial and final vowels always. 

(1) The only exceptions to this rule are wordsigns or 
affixes specifically memorized as such. 

b) Write unaccented initial a always by a. 

c) Write final a by a, usually omitting the dot. 


P A... 


g) 


f) 


article declare winter metal dealer 
military : capital : depend labor : dinner 


d) Write the principal accented vowel of a word 
almost always. 

(1) Every word in this section (23) is an example of writing 
the principal accented vowel. 

e) Unaccented medial vowels may often be 
omitted, or reduced to a. 

(1) A medial vowel is any vowel which is not the first or 
last sound of a word. 

(2) In general, prefer the form which will place successive 
consonants on the same level (article : capital, declare .-depend). 

(3) The colon between examples is used thruout the Text 
as a sign of comparison; for example, article : capital means 
“ article , compare capital.” 


3d by CiOOQlC 
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f) Unaccented medial short vowels are usually 
omitted in final syllables ending in -er -or -at etc. 

g) In general, omit a after r or 1; retain it after 
n or m {dealer: dinner ). 


24 

Exercise 






r 

/ 




o^° 



zr 

& 

r 


h. 

Oo 


ICo 


o6b 

ot/ 

6! 




°L 

oLa/ 


3* 

> 

$ 

& 

JP 

<J-°o 

D 

25 Wordsigns 




.D. . 


.1 . 

..O'. . 

c/. . 

...JL . 



about 

are 

but 

let 

letter 

o 

month 

no, 

know 

not 



_n. 

....£. 

..o'. 


.2 . 

- Q. 

**T. 

.. 

7 



& . 



on 

or 

our , 
hour 

please right , 
write 

time 

up 

will 


a) Study and practise these wordsigns thoroly. 

26 Phrasing 

a • ■ ■« WQ, a.a^^^aaaaa a... aaM^^^^^^aa a a . a a a a a a a^aa a a a a a a a a . a a a JO..... 


a) 


or the on the 
or a on a 


b) c) d) 

do /Ae feod* /&e one o/ <Ae /Ac one 
among the have the each the 

of the time 


a) Join and a following circles as shown. 

b) Write upward after straight foot signs, 
after omitted foot loops, and in have the. 


t^OOQl 

o 
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c) Join the combination of the to other words in 
a few cases, especially following right motion circles 
or loop foot signs. 

d) Join the at the beginning of a phrase in a few 
exceptional cases only. 

~y.... 

e) f) g) h) 

a week and not/we may we can/we come 

a month and are we know he can 
a letter he will it can , 

e) Join a at the beginning of a phrase in a few 
cases only. Join to following circles as shown. 

f) Join and to following circles like a. 

g) Write we and he always without the foot loops, 
joining a following sign by the connecting tick. 

h) In phrasing can to a preceding word, restore 
the head loop. 

(1) Do not phrase we come. 

... chr^. . jf). .^. a7—fr- . 9 

i) j) k) 1) 

have have been will not be may be 

had \can be have not been {maybe) 

had been may not have 

have not had 

i) Sharpen the joining angle of have had by curving 
the connecting upstroke upward slightly. 

j) In phrases reduce been to the same form as 
be ; for such phrases as have be or can been are gram¬ 
matically impossible. 

k) In the combinations not be and not been , not 
have and not had , reduce not to n. 

l) In the combination may be reduce may to m. 
(1) Write the compound word maybe like the phrase. 


iy Goosle 
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27 Exercise 


'1 

,2 


"V o 

CX al 


* V 

_ ^ / L "“2 /s. 


5 \ °1 0 - 7 - 4 2^, / 9^- 

5 / 0 / , 2 T .°) / / -% 0 

'6 ^ y ^ - 1 , 

v z^a./ , wu'D a )/>i T . 

8 7 ^ og/ ”7 ^ °tJ _ oj>. 

2-^ ^ S ft s <S*> s ^ yJc€- 

r 2 ^ - £*/ a.. "P c 3 ^ 

o 2/2^ o J l?/ - # L Ly 

, 2^ b b ^. °? / ~? _ / o 

-'7° ~Z C \ ^3 6^ c^* 2 


GooqIc 
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Lesson 3 

A 

28 Consonants: s z 

Sound s z s z 


sign 


Normal Reversed 

Name sd zd essay easy sd zd 
As in sir deserve 

a) The normal form for s is a left motion curve 
(opening upward) \ unit high. This form joins a 
preceding vowel stroke at a sharp angle, a following 
vowel stroke with no angle (essay). 

(1) There is also a reversed or right motion form of •, used 
in a few cases which will be taught later. 

b) The normal form for z is a right motion curve 
(opening downward) 1 unit high. This form joins 
a preceding vowel stroke with no angle, a following 
vowel stroke at a sharp angle (easy). 

(1) There is also a reversed or left motion form of z, used 
in a few cases which will be taught later. 

c) Practise these signs thoroly, as directed in 4a. 


29 s z joinings to vowels 


.. .. >..., . >. _ _ ... 

a) 

set acid pace 


"V* rv 


zeal busy pays 


• *••• ........ •••••■« 


cease : seize 


a) Always write the normal forms of s and z (left 
motion s, right motion z) when not adjoining a con¬ 
sonant sign. 


iioitizef 


i by Goode 
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30 

Exercise 





<Sv_ 



7^. 


A 

A 

A. 

04**'- 


AP 

u> 

A /~y 

•o 


A, 





"7 


Ad 


ir\ 

2Uv 

“"V 

2^ 

- 1 

a- 

Sc 

/■ 

Z 


B 31 

s z 

joinings to 

downstrokes 



_.- 


a) b) 

keeps its makes needs wings places praises matches 

a) Directly following any consonant downstroke 
sign in the same syllable, write s or z level, instead of 
sloping. 

b) Write the suffix pronounced ez, commonly 
spelled -s or -es, by right motion z written level, 
always omitting the vowel. 






c) d) e) f) 

success desk speak sweet wisdom 

absent sketch clasp raised 

c) Following a downstroke not in the same syllable, 
write the normal (left motion, sloping) form of 3 ; 
using the connecting tick if necessary. 

d) Write s normally before loop head signs. 

(1) Raise initial s to conform to the position of an 
immediately following downstroke. 


\ 
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e) Write s with right motion before hook head 
signs. 

f) Write the connecting tick following right 
motion z (or s) whenever it would be required follow¬ 
ing a straight foot sign. 

32 Compends: st str 


Sound st str 

Sign JZXVZZ'S 

Name std strd step best system straight 

As in stern struck 


a) Single signs for 2 or more sounds are known 
as compends. 

b) The st compend is a small sign, \ unit high. 
The str compend is 1 unit high. Both signs join all 
vowel strokes at a sharp angle, just as shorthand d does. 

(1) Note that both signs commence like normal s, with 
left motion. 

c) Practise these signs thoroly, as directed in 4a. 

. jN... .. 

d) e) f) g) 

still placed history tests eastern , 

dusty struck masters lastly 

d) Write the st and str compends when those 
consonants occur in succession. 

e) Write the str compend, also, when an un¬ 
accented vowel sound occurs between the t and the r. 

f) Following either st or str, write both s and z 
with right motion. 

g) Write the connecting tick before or after st 
or str whenever it would be required before a straight 
head or after a straight foot. 

(1) Join 1 following st also by the connecting tick (lastly). 


iv Goode 
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33 

O-s 

Exercise 

o* 


Z' 







- -'Vt 




2^, 

<^L 












C^S 

<hU 

hi 

ye 

N 


J- 


V 





'Z, 


c 

34 

. 

a) 

worse 

s z joinings to circles 

.. 

wonders , 

hers else rails papers worst 

b) 

parcel 


a) Directly following r or 1 in the same syllable, 
write s or z level, with left motion. 


(1) Similarly, write st level following r or I (worst). 

b) Following r or 1 not in the same syllable, write 
normal s, joined with the connecting tick. 




. 7 * 2 . .Z*s-....« r -cnt.... 


c) d) 

once chancesi distance ones pains names 

dance :distant 


c) Directly following n or m, write normal s. 


k 


tOOQ! 

o 
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(1) The unaccented vowel of the suffix -ance — and 
similarly of the suffix -ant ( distance: distant ) — is regularly 
reduced to a. 

d) Directly following n or m, write z level, with 
right motion. 

^ 

. 

e ) 

tracer razor listen risen criticism 

sleep Hazel smart , :ribbon 

e) Directly preceding any circle (r or 1, n or m), 
write s or z normally. 

(1) z preceding n or m is joined to the circle with the 
connecting tick, like b {risen: ribbon). 


35 Compends: San ks 


Sound 

Sign 

San 

ks 

,...x. 


Name 

-tion 

ex- 

As in 

nation 

extra 


— o —. 

nation tax examine 
national 


a) The San compend is a small sign, \ unit high. 
The ks compend is 1 unit high. Both signs join all 
vowel strokes with no angle, just as shorthand p does. 

b) Practice these signs thoroly, as directed in 4a. 



..L3C?. ... 


c) 

station addition mention 


section 


. 


decision; 

missionary , actions 


c) Write San for the suffix or sound combination 
most commonly spelled -tion\ also for the similar 
sound combination 3 an, most commonly spelled -sion. 
Write z with right motion following this sign. 


y Goode 
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Script Shorthand 


vA.. 

d) 



six text 



axle, taxes 


..Xjr... 

e) 

explain existence extend 


d) Write the ks compend for the sound combi¬ 
nation commonly spelled x, whether pronounced ks 

or gz. 

Write z with right motion following this sign. 

e) Write the prefix ex- by the ks compend, 
omitting the initial vowel. Raise the compend to 
conform to the position of an immediately following 
downstroke. 


36 Exercise 




~T° 

CL^ 


r 

<n 

l 



ben 

IS" 

( ^-no 




V. 




< 







s 

<^o 

A 


7^ 

VXacZ 

— 




y*'' r 

cr^ 



D 

37 Wordsigns , 

...-*=*■. tr* . tT' .. 

as ask has is most must next receive 


kJ by CiOOQk 
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w .. 

return same 


A... 

SO 


'd . 

some 


s. ^ .>.. X. 

state was word work 


a) Study and practise these wordsigns thoroly. 

38 Phrasing 

"V. • -«'’TJ’ 

a) b) c) d) 

is the the best the same it is is not 

has the the next the work it is not must not 


a) Write the upward after right motion z (or s). 

b) Join the initially in the 4 phrases shown. 

c) Write is with left motion following it. 

d) Join not directly to a preceding right motion 
z or s, without the usual connecting stroke. 




e) f) g) h) i) 

as near as of of a/we'll haven't can't 

as much most of :we will '.can not 

wasn't ( cannot) 

e) Join n or m directly to a preceding as, without 
the usual connecting tick. 

f) Join of (unaccompanied by the ) to a preceding 
word in a few exceptional cases only. 


(1) Sharpen the curvature of the end of z in most of. 

g) Write the very common phrase of a as shown. 

h) Distinguish contractions from the correspond¬ 
ing full forms, when so desired, by writing the apos¬ 
trophe, as in longhand. 

i) Use the wordsign for not in writing the con¬ 
traction n't. 


(1) Because of their distinctive form, the apostrophe is 
not required with can't don't shan't won't. 

(2) Write the compound word cannot like the phrase. 


*d by Goode 
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o cl 

cn =& 
co cu 


B I 


39 Exercise 

1 <y p V C/1 A- V''. 

^ ^ - ^Vt T X t, 

* , 

s ^ s a., ^ 4/2. 

4 / A" o H. ~l tCS-* „ iJ 4-^. 

5 / v^V" - , s /H" \ f-i /-/Zb.. 

6 

7^-^^,, 2-,, 4^/^ 

o<^ 4 ^-"V. • 

8 \ *> \ rv,./ w? -v/\~ /°7j? 

4 4 ^ C -r° ^ /2^-u. s'e- ? u/ 
2 ^ o /*? z 2 J^~. ly 1 -)J~. 2, 
^ L? , ^ \ / 

<4-1— v ' P° a- d, 

4_j? «* °C /C U. ^ £, 
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Lesson 4 


A 


40 Consonant downstrokes 2 units long 


Sound f v hw fi h y g S j 



Name fd vd hwd fid hd yd gd fd jd 


third thus girl shirt 

young germ 


As in fur verse 


whirl 


a) These 9 consonant signs are all long down- 
strokes, 2 units high. In other respects they are 
similar to the 9 short downstrokes, 1 unit high, taught 
in 3. The hooks are the same actual size as on the 
short downstrokes. The loops are the same relative 
size; that is, about half the length of the downstroke. 

b) Initially or standing alone, a long downstroke 
with loop foot (hw y j) extends 1 unit below the line, 
just as longhand g j or y does. In all other respects 
the long downstrokes join according to the rules 
already learned for the short downstrokes. 

c) hw is a compend expressing the sound combi¬ 
nation commonly spelled wh. Each of the other 8 
signs stands for a single sound, altho some of these 
sounds are commonly spelled with 2 letters ( th or sh). 

d) Practise these signs thoroly, as directed in 4a. 


Google 

o 
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Script Shorthand 






41 Line of writing 

. -3..3..^....<«.....'r£ ^ * 1 ... 

a) b) 

apple lack earnest nurse 

: ample :sack assumption , 

:sample :slack unaware 

a) Write the first down or up stroke of a word 
resting on the line of writing (as stated in 8a) if not 
more than 2 signs which are not down or up strokes 
precede it ( apple ample , lack sack). If 3 or more 
such signs precede the first down or up stroke, the 
first sign, regardless of size or form, rests on the line 
of writing {sample slack earnest assumption). 

(1) Do not, however, change the position of a root word 
because of the addition of the prefix un- preceding it (unaware). 

b) If there is no down or up stroke in a word, the 
first sign, regardless of whether it is a small sign or 
a horizontal stroke, rests on the line of writing. 

42 Exercise 


7 

2/ 


7 

3? 

Ct 

<h 

u 

7 

U 

7 

r 

7-7 

i 

-A 


1 

h 


7s 

It 


2/ 

1/ 

Co 


°-T 


V 

ft 



n 

h. 

~L - * 


7 

Ip 

2, 

4 

7 
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B 


43 Prefix: re- 


a) 

relation 


.aQ*rr±.. 


. 

b) 

ation remit, reception repair refer 

remain reaction, result retain 


a) Omit the unaccented vowel of the prefix re- 
before a circle; and also before a vowel {reaction). 

b) In all other cases reduce the unaccented vowel * 
of the prefix to a. 

44 Suffixes: -es -ed -ing 



b) 

bags, wished granted 

agreed extended 


a) 


lengths wishes 

lives wages, 


a) Always omit the vowel sound (if any) of the 
suffix commonly spelled -s or -es. 

(1) Write z with left motion following a hook foot sign (bags). 


b) Always omit the vowel sound (if any) of the 


suffix commonly spelled -d or -ed. 

(1) Write or omit the t or d downstroke in accord with 
the general rules of 20. 



referring paying king pitying 

taking living meetings -.breaking -.pitting 


fed by GoOSlC 
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Script Shorthand 


c) Write the suffix commonly spelled -ing by rj, 
always omitting the vowel. 

(1) Write the vowel i before rj, of course, in words like 
king (: breaking ), or the second vowel of pitying {-.pitting), 
where it is not part of an -ing suffix. 

45 Exercise 


1, 



V 

% 


<jr 

"7^ 


c. 

4 

4 

Y- 

<yp 



d 


n 


•f 


4 


Y 

y 

w 

2$ 


Y 



n 

l 

h 




If 

c 



C 

46 Wordsign derivatives 

a) Wordsigns may usually be followed by common 
suffixes. 

^ -. jrr*- - ■ .Q^rrf... .... .. 2CL*. 

b) 

comes months returns states words 

knows ours , rights , times works 

letters hours writes 

b) Join s and z as shown, in accord with the 
general rules of Lesson 3; writing them level and with 
left motion following a tick (months rights words). 

(1) Disregard the distinguishing tick of know in writing 
derivatives {knows). 


tizedby CpOOqIc 
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.-k*....^. 

c ) 

asked pleased received returned stated worked 

c) Write or omit the t or d downstroke in accord 
with the general rules of 20, etc. 

(1) Note that, in general, a wordsign consisting only of 
small signs retains its position on the line of writing in forming 
derivatives (received above; knowing receiving stating willing 
just below). 

...$. If. ... x. .. of. . 

d) knowing 

asking being coming doing having letting 



.y. op. .. of. 


d) 

pleasing returning willing writing 

receiving stating working 


d) Always omit the vowel of the suffix -ing, in 
accord with 44c. 


(1) See note to 46c just above. 


.^. jr- - -.<^y...vrry. . 

e) 

known mostly receipts hasn't mustn't 

monthly receipt writer , isn't wasn't 

e) In general, follow the regular joining rules of 
Script Shorthand in forming wordsign derivatives. 

(1) Note receipt, and receipts etc, written as derivatives 
of receive. 


Goo^k 
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47 

Exercise 





*2 

°Tf 

* u 

% 




'lA ^ 









r 




2. 

U 


4 

C r 


o/lf 

J 


2-4 



D 

48 

Wordsigns 




2 . 

n. . 

1 . 

1 . c . / 

./.... 

./.. 

a) 

after 

every 

for, 

from go shall she 

that 

L . 

L . 

four 

1 . 

>. 7.7 

.7. 

. J . 

a) 



f s y 

/ 

7 

there, 
their 

this 

very r < 

what where you 

which 

your 


a) Wordsign root forms 
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X ..^. f-<h . L X--t . 

b) 

forth, forty goes going that's you're 


fourth yours, you'll 

b) Wordsign derivatives formed by suffixes; also 
contractions. 

49 Phrasing 

. L - .. 1 . -i .■*— 

a) b) c) 

there is what is which is no one 

this is you will 


a) Write is with left motion following there this 
what. 

b) Write which and you always without the foot 
loops. 

c) Disregard the tick of no in phrasing no one. 

1 .?.-?■. 52 .■«*. 3 .£.. 

d) e) • f) 

of this must he if you your 

and which '.must not be if so letter 
will you 

d) Raise 1 or 2 signs which are not down or up 
strokes, to conform to the position of the following 
down stroke; but do not raise 3 such signs. Compare 

41a. 

e) Write if with the f resting on the line. 

f) In the combination your letter, reduce letter to 
let. 


c 
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50 Exercise 



>^' 3 / / / / ' 1 
—•.• 3 /C - 7 

L If / S'Tft l t / -1, 

4 ^ o*— ^ ? vy 

o—s 5 ' 7 Z °) 

•’Zf / ^ 7 . a_*~, 7 VL- <S-^. 

6 v^S »- cZ Ptf "Z 

L-^ 1 f Cj A l r ^f. 

7 ZZ 5 -' | ^ ^ ^ ^ y 7 J 

c /~y (-4 <— 7 ) y 2 ^ 

^ ^ ^ ^ °'5L- 7 °"7 

l* <^7 ly 
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Lesson 5 


51 Vowel strokes 2 units long 
Sound do u ui 

Sign : / '/ " 

As in not talk foot boot odd ought pull pool 

a) These 4 vowel strokes are each about 2 units 
long, d and d are horizontal, like a and a. u and 
uu slope steeply upward, on the same slope as i and i 
(:5a), with the end 2 units higher than the beginning. 


c . u . L/.. . U. 


.afrrzzfr.Jrrf. 2 % 2 -* \ 

b) 

hot : hat horn : barn put : pit thru : three 

b) These long vowel strokes join in all respects 
like the corresponding short vowel strokes. 

(1) The dot which distinguishes o from d and ui from u 
may usually be omitted in ordinary connected writing (born 
thru). 

c) Practise these signs thoroly, as directed in 4a. 


52 


Q 


-f 


Exercise 

c__, (L 




cr 


'—e 


CL 


C ~l/ 

• 3/ 2— z C_^< 

\ _ f 


J 

/ o_ 

l/ <?—j 
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/ / 




B 53 Prefixes: in- en- 

.. r^U . 

a ) 

intend include entrance engineer 

invitation injury, engage 

a) Before a consonant sign, write in- by i; write 
en- by e. Raise or lower the prefix as may be neces¬ 
sary to conform to the position of the following 
consonant sign. 


jdLjL. ...^Z>.. &-2/..../CV. 

b) c ) 

inaction energy enamel , unfair uneasy 

initial unhappy 


b) Before a vowel sign, write in- and en- in full. 

c) Write un- in full before both consonants and 
vowels. Raise or lower the prefix, however, to con¬ 
form to the position of the following sign. 

54 Suffixes: -ble -ity 

.-. 

a) b) 

sensible terribly reasonable available 

humble troubles agreeable ’.able 


Goode 
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a) Write final or semi-final -ble (except in proper 
names) by b. 

b) In general, omit the vowel of -able except 
when it is accented {able). 

. 

c) d) e) 

brevity capacity facilities ability 
vicinity charity calamities 

disabilities 

c) Write the suffix -ity by an upstroke similar to 
i but curved; with right motion after a straight foot, 
with like motion after any curve. 

d) Write the plural form -ities by adding a small, 
like motion hook to -ity. 

e) Write the common word-ending - bility by -ble 
plus -ity ; -bilities by -ble plus -ities. 

55 Exercise 

b /vc. ^ -s 

st 

i/l %/f 

?-z_ <> 3—e 




A / ^ 

^ ^ ^ ^ 1/ L ViZ> r 

J-— 0 J&/-* a ~~Z 


>-7 
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C 

56 Wordsign compounds and affixes 

j=L . .26. _...■-<*..^. 

a) becomes before 

ago become becoming estate unknown 

a) Wordsigns may often be modified by common 
prefixes; as well as by suffixes, as taught in 46. 

./ .^.^. --'TP . 

b) 

everywhere income into onto : unto sometime 

f .?. 4 .*. * . -a . 

b) 

sometimes somewhere upon : upper 

somewhat therefore whereas 

b) Wordsigns may often be combined to form 
compound words. 

(1) In the compounds into and onto (and similarly in 
unto) write the final vowel. 

(2) In all derivatives of up except upon , write the initial 
vowel instead of using the wordsign. 

.^. 

c) 

afternoon booklet everyone forget forgotten 
anywhere elsewhere forever forgot 



vtOOQI 

o 


G 


Original from 

UNIVERSITY OF WISCONSIN 
























Generated on 2014-03-03 22:31 GMT / http://hdl.handle.net/2027/wu.89098961477 
Public Domain, Google-digitized / http://www.hathitrust. 0 rg/access_use#pd-g 00 gle 


Lesson 5-C 


37 


...L. 

c) 

hereto herewith meantime someone welcome 
heretofore inasmuch pamphlet to-day 

c) Wordsigns may often be combined with other 
words or used as prefixes or suffixes. 


57 Vowel omission and reduction 



a) b) check-hook 

package foolish stage fish, classroom 
colleges finished, bedroom 


a) Omit, usually, the unaccented vowel of final 
or semi-final -age( or -ege) or -ish. 

(1) Do not, of course, omit the principal accented vowel 
(stage fish). 

b) When a word of 1 syllable, such as room or 
book, is used in a compound where the vowel of that 
syllable is not accented, the unaccented vowel may 
usually be reduced to a. 

58 Exercise 

c — c f o—°$ 

y °f 

n, ~u _ 

9—p 2—f ~~L 
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c_ 

'Z 


59 


a) 

all 


"i- 








Wordsigns 

. L 1 . 0 . C . CL /_ 

could first full give glad good great 


.-Qr.—...\P 

a) only self would 

just less number regard should 


Z ./ 


a) Wordsign root forms 

b) adjusted 

adjust almost already also always couldn't 




. V.... _ 0°. .. Q... . Q.. . (Z1 

b ) 

forgive fully given gives giving gladly goods 



b) 

grateful greatest justice numbered 

greater greatly justly 
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b) 

numbers regardless shouldn't wouldn't 

regarding regards unless 

b) Wordsign derivatives and compounds 



60 Phrasing 

. 5 . t .. i .. 

a) b) 

to give they could very glad 

the first too great you should very good 


a) Join the initially in the first . 

b) In general, a wordsign commencing with a sign 
which normally omits a head loop restores the head 
loop in forming a phrase of which it is not the first 
word. 


—- rf- 



c) 

Dear Sir Dear Mr 
Dear Madam Dear Mrs 
Dear Sirs Dear Miss 

Dear Doctor 


. 

Yours truly 
Yours very truly 
Very truly yours 
Sincerely yours 


c) The conventional salutation or complimentary 
closing of a letter may be written very briefly 

(1) Above are given some of the commonest examples. 
Others will be given later. 

(2) When used elsewhere than in a salutation, breves for 
titles (Mr Mrs Miss Dr) should be preceded by the capsign. 
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61 Exercise 


1 Z \ l—& l^^'L L 7 L \ Y- 

2 , C° J 3 Lj -7 1/ / 
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Lesson 6 


A 

62 Vowel strokes: o a 

Sound o a 



As in boat bite vote vital load light 

a) o is a long stroke, about 2 units long and just 
1 unit high, written on the same slope as a. a is an 
extra long stroke, at least 3 units long and 1| units 
high, written on the same slope (about 25° above 
horizontal) as a and o. 





b) 

I : oh lie : low might alive , bait: boat:bite 
{eye) {owe) 

b) Initially, or preceded by not more than 2 signs 
which are not down or up strokes (:41a), write a 
beginning \ unit below the line of writing. 

(1) In all other respects o and d join just like a. 


c) The sound of a is a diphthong; that is, the 
union of 2 vowels (a and i) in 1 sound or syllable. 

(1) Signs for 3 other diphthongs are taught in 73. 

d) Practise these signs thoroly, as directed in 4a. 
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63 Exercise 


7^ 


ls~ 



si. 

^ ls' 

Is 

ls' 

IS 

OS 

A 

Is 

s* 


0 

Cs 




B 

64 Prefixes: con- com- 


.. 

a ) b) c) 

concern condition combination discontent , 
concrete conference comply incomparable 

a) Write the prefix con- by k, omitting the head 
loop, as usual, when the prefix is initial. Raise the 
prefix as may be necessary to conform to the position 
of a following consonant. 

b) Write the prefix com- by k, never omitting the 
head loop, even when the prefix is initial. Raise the 
prefix as may be necessary to conform to the position 
of a following consonant. 

c) Both con- and com- may be written in combina¬ 
tion with other prefixes. 

(1) Begin incon- or incom- on the line ( incomparable ). 


vtOGQI 
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d ) 

connection commission, 


country 


congress 

uncomfortable 


common economics 


comfort 


d) Write both con- and com- before a vowel 
sound just the same as before a consonant. 

e) Both con- and com- may be written in the few 
cases where the vowel sound of the prefix is u ( country 
comfort), or where the second consonant sound is rj 
(congress). 

65 Suffixes: -ment -ther 



excitement compliments either brothers 
payment statement elementary farther 


a) Write the common suffix -ment by ma, as 
shown. 

b) Other common suffixes may be joined directly 
to the suffix -ment. Write s level in -ments. 

c) Write -ther, following either a vowel or a 
consonant, by fir (instead of hr), for greater facility. 

66 Exercise 


t ^ tu $ -fc 


y CiOOQk 
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2^ Cs/ O 1^1 2^ 







c 


67 Additional consonant signs 


Sound 13 k kw tw 3 



Name erjk kwd two 5 a 

As in bank equal twirl frank twist 


pleasure quit measure 


a) Neither the head loop nor the foot loop of 
any of these 4 signs ( 13 k kw tw 3 ) is ever omitted. 
Except for this feature these signs follow the general 
joining rules of the system. 

(1) Note that the loop foot of the 3 compends rjk kw tw 
is reversed; that is, written with left motion, on the right side 
of the downstroke, like longhand f or q. 

b) Practise these signs thoroly, as directed in 4a. 



c) 


d) 


e) 


bank quality equal , 


twenty 


loch 

garage Bach 


blanks 


banquet 


by GoOQlc 
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c) The spelling nk is nearly always pronounced rjk, 
and when so pronounced is written by the rjk compend. 

(1) Write 8 or z with left motion following these compends. 

The spelling qu is nearly always pronounced kw, 
and when so pronounced is written by the kw compend. 

(2) Write the connecting tick as may be necessary ( 19 ) 

following these compends. 

Write the consonant sequence qkw, commonly 
spelled nqu, by q plus kw, in accord with the sylla¬ 
bication, rather than by rjk plus w. 

d) Write the consonant combination tw as shown. 

The infrequent sound 3 is distinguished from S 

by enlarging (swelling) the loop head of the sign. 

e) The foreign sound, usually spelled ch, which 
is heard in a few Scotch words and some proper 
names may be written explicitly by joining the d sign 
without the head or foot loop. 

68 Wordsign affixes 



b) self- 

l careless myself himself , defense 

carefully worthless ourselves 


successful 


a) The wordsigns full less self are important also 
as suffixes. 

(1) Write the plural form -selves by alz. 

b) self is used also as the first part of many 
compound words. 
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69 Exercise 


^ > f—v. ^ 

3^ —U' 

U V US' - -\_ 1^(7^ 


2^ jv ^ 7 ^ 



D 

70 Wordsigns 


~r.. { .*. ^ . *■ .o...£. 

a) 

between enclose matter other 

account did interest order 

. . 1 . . t . c. ./. 1 . .^. ,.t. . 

a) 

question thing under until 

over ship think understand 

a) Wordsign root forms. 


..... ^0.. 


b) 

accounts anything enclosed enclosure 
accounting another didn't enclosing 


ed by CiOOqIc 
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b) 


.... Q —.. jf...... 

everything interesting matters nothing 

interested interests misunderstanding 



b ) 

ordered orders otherwise questions 

ordering others oversight 


J£_cy2. ft . ft- . ft- .. £.. . rzf.. . 

b ) 

scholarship shipments ships something 

shipment shipping shipped 








b) 

things thinks understood worship 

thinking understanding undertake 

b) Wordsign derivatives and compounds. 


71 Phrasing 

.. 

a) b) c) d) 

the enclosed I am in order 

the order :Tm in addition 

between the the other :I may be 

a) Write the upward in between the. 

b) Join the initially in the 3 phrases shown. 

c) Omit the vowel of am in I am ( :I’m ). 

d) in joined before a vowel restores the n (com¬ 
pare in-, 53b). 


red by C»OOQl(: 
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72 Exercise 

x \ a-/-*' ^ ° 

3 -T 7 7 _ 

^ ^ -, 2 / Pt ^ L-*f- 


4 </~\ 7 o-; ^ / £ o— /U> 

_ 2 <y\. 5 / C - 

% _ a 6d/ 

9s / l 4^” ^97 



T*-' 


<M. o'? y 

., o-z ij ^ / 2v > ^ 
w. , ^ ^ . L s 

\—\ 2 ^ ' 

9 Z/y 1? I g u, f' ^ 

4^ - 1 a^. 7 


D 
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a) The general rules for joining vowel strokes 
apply also to the diphthongs. 

b) c) 

sound suit allows boys use: use 

soil assume (noun) (verb) 

b) Write both s and z before these 3 diphthongs 
with right motion. 

c) Write both s and z after these 3 diphthongs with 
left motion. 



poem radio create idea ruin piano I enclose 

a) Write a very short vertical connecting stroke 
or jog to separate 2 successive vowel strokes. 


76 Exercise 


- r A 

~°7 


S- At *• 






/ vs 

°y 

^ -A 

l t 



vS- 1A ^ 

r - 
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B 

77 Vowel omission and reduction 

a) 

power earliest period serious initiation 

really fuel anxiety iseries, 

a) The less important of 2 successive medial 
vowels may often be omitted. 

(1) The second vowel is usually the less important, except 
when it is accented ( initiation ). 


,.2 vv ..rZZ vt .....T^.. 


b) 

position accommodate territory political 

opposite theory memory hotel 


b) Unaccented medial o is more often omitted (or 
occasionally reduced to a) than any other long vowel. 




. .err.. .cdy.. 


c) d) 

future attitude contribution 

natural institute resolution 

fortune evolution 


c) Unaccented medial lu may usually be reduced 
to a in final (or semi-final) syllables following t 
(-ture -tude -tute -tune etc). 


d) Accented lu may usually be reduced (but not 
omitted) preceding the suffix -tion. 
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78 Lineality 

J n a) In the very few cases 

! (perhaps 1 word in 20 

Y pages) where the form for a 

a ) single word would extend 

faithful overlook more than 3 units above or 

stimulating below the line of writing, 

break the form at the most 
convenient point and write the separate parts close 
together, side by side. 


79 Exercise 



Original from 

UNIVERSITY OF WISCONSIN 


Generated on 2014-03-03 22:48 GMT / http://hdl.handle.net/2027/wu.89098961477 
Public Domain, Google-digitized / http://www.hathitrust. 0 rg/access_use#pd-g 00 gle 


Lesson 7-C 


53 


80 Prefixes: pro- ad- ser- 


..L^....Ls.. jr*.. 


a) 

provide 


proceed 


b) 


advise 


admit adhere , 

protest :precede adverse 

a) Write by pr. Raise the prefix as may be 
necessary to conform to the position of a following 
consonant sign. 

b) Omit d from the prefix ad- before v m and h. 
Exception: write adverse in full. 

.. 

c) 

service surprized circle research 

sermon certified search , ascertain 

c) Omit the vowel from the word-beginning sar, 
however spelled {ser- sur- cer- cir- etc). 

This form may sometimes be preceded by another prefix 
(research ascertain). 


81 Suffixes: -tive -ness -tual -ward 

•^••-■3#.%.^ -V' • ^. 

a) b) 

effective alternative illness careless- 

activities, comparatively happiness ness 

a) Directly following a consonant sign, omit the 
t in writing the suffix -tive. 

b) Write the suffix -ness by ns joined as shown. 
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to o 
cr> 01 


<T> ^ 

co <u 


„ 7,^7 c) Wri 

.V. Icr-iz? by tal. 

c) d) d > wri , 


c) Write the suffix -tual 


d) Write the 
-ward as shown. 


suffix 


c) 

actual backward 

virtually after- Compare the similarly pro- 
wards nounce( i wordsign word (37). 

82 Exercise 


^ 5" 

/p i< 




fi- 

tl 

r 




83 Wordsigns 


.2^. 


. 


a) change 

because business general 


/ .. x 


-A». 

a) 

line 


however 

. 


infor¬ 
mation 


.77/.~.22o.. £/. . 

o**/ whole 

opportunity particular satisfactory 

a) Wordsign root forms. 


■'3- 

i—i 

o 


E 

o 

Q 
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. * ...y 




b ) 

businesses changes exchange lines oppor- 

changed changing generally tunities 



b) 

outfit outlined 

outline outside 


>. 7/ 

satisfac- 
outstanding torily 
particulars 



b) Regular wordsign derivatives and compounds. 


....2b/...yK.. zfi... . U.. . 

c ) 

particularly thruout wherein within therein 
wholly , without , 


-2...^7-. 

c ) 

satisfaction whatever 

satisfy satisfied , whenever wherever 

c) Wordsign derivatives or compounds are occa¬ 
sionally irregular in some respect. Note these 
examples. 

(1) particularly and wholly omit the 1 of the suffix. 

(2) thruout and without omit the usual jog between the 
vowels. 

(3) wherein and within are the only words which write i for 
in as a suffix (.‘therein). 

(4) satisfaction and satisfy and its derivatives are written 
as derived forms of satisfactory, as shown. 

(5) whatever omits the final r, like however. Write whenever 
and wherever similarly. 
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84 Exercise 

1 ^ -Z_ ^ O -c* 

z , ^ /> a, V. 

3 J> -2 / / l 2* 20 

A ^ A W7• V O' 

/ ^ 

^ (T^ '7 ^—1 <-• 


Cr -0 



7 


6 ~Z^ 7 ^ 

9-, £ ~ s ^ 4 /t, t h 
4 y. <L ^ O O* »~<AS -p 
A'- X X — v <L^ 

VO. 'h. /C / 

2- o O’ \ O ^ -Z 7 

°-s ^ ^ s * 9 0 / l L J </ 
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Lesson 8 


A 


85 Review summary 

This lesson reviews and summarizes the funda¬ 
mentals of Script Shorthand taught in the preceding 
7 lessons: the basic alphabet, joining rules, and 
principal affixes, the first and most important group of 
wordsigns, and the most important simple phrases. 
Take this opportunity to organize and perfect your 
knowledge of these basic principles before studying 
beyond this lesson. 

86 Writing by sound 




head weight league bridge watch those long view 
hed wat lig brij wdc! hoz log vixi 

Write shorthand by sound, regardless of common 
spelling. Each shorthand sign stands for one definite 
sound, however spelled; not for any particular a b c 
letter. To write a word, join together in order the 
signs for the sounds of that word. 

87 Shorthand penmanship 

a) Write all signs which are 1 unit high about the 
height of a small m in your ordinary longhand writing, 
but never more than ^ the height between the ruled 
lines of your notebook or paper; other signs in pro¬ 
portion, as taught. 

(1) The size shown in the Text is a good standard. Exact 
actual size is not so important; accurate relative size is very 
important. 
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b) In all your shorthand writing, maintain a nor¬ 
mal writing position, write with a light sure touch, 
and avoid all hesitation. 

(1) Check your present writing habits and materials care¬ 
fully by the advice given in Introduction (2), and correct any 

faults. 

c) Read back everything that you write — every 
time that you write it. Study your mistakes or 
faulty tendencies, and practise to correct them. 

(1) Follow strictly the basic joining rules. 

88 Basic alphabet 

a) Drill on the complete basic alphabet, shown 
on the next page, line by line and as a whole, till you 
can read and write it, without error or hesitation, 
at a satisfactory rate of speed. 

89 Downstroke joinings 

.7 .. Ji.JLj, . l/LJL^ L^L^L 

a) . b) . 

hat vote bid doubt tip tape tap type path 
(i b a t ) 

a) Join straight foot or straight head signs to any 
vowel stroke with a sharp angle. 

b) Join hook foot or hook head signs as tho the 
hook were a rubber tip which bent to fit the con¬ 
necting stroke. 

3 % .. 

c) . d) 

wait bake big week get page catch 

wheat (w ee k) judge 




Gooq 
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Sound 
Sign 
As in 

Sound 
Sign 
As in 

Sound 

Sign 

As in 

Sound 
Sign 
As in 

Sound 

Sign 
As in 

Sound 
Sign 
As in 


Basic alphabet 

pbw t d h krjd 

...2.7.. 2. . L ./. I . L ./. A . 

per burr were turn hurt curl churn 

dirt length 

f v hw fi h y g S j 

1 . I ./:. L : Lj . U-+- 

fur whirl third young girl germ 
verse thus shirt 


r 1 n m s z st str San ks 

..O .O.. 0 . Q ..s.S.. 

or or 


run then sir stern nation 

learn them razor struck extra 

ha dv and a rjk kw tw 3 



the of and a bank equal measure 

twirl 

uaeiouo a 



but bat bet bit not foot boat bite 
(her) (air) 


auio uiaidlu 



barn bait beat talk boot out oil due 


Consonants are downstrokes and small signs, j 
Vowels are upstrokes and horizontal strokes. 
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c) Join a following stroke to about the middle 
(of the height) of any sign with a loop foot; a pre¬ 
ceding sign to about the middle of any sign with a 
loop head. 

(1) The point where the up and down strokes cross does 
not matter (week). 

d) Omit head loops when they are initial, foot 
loops when they are final; but keep and increase the 
curvature of the downstroke. 

90 Circle joinings 

.0*?......^ . 

a) name thru tramp 

rail rain lame many , play help taken 

a) Write r or 1 always with left motion; n or m 
always with right motion. 

(1) Left motion is counter-clockwise; right motion is 
clockwise. 

d...2*£. . 3-g .. 

b) claimed 

break dream went demand 

black badly, happened 

b) Write r or 1 after a straight foot sign, or n or 
m before a straight head sign, as shown by the 
enlarged forms. 



91 s z joinings 


a) 





essay pace zeal easy pays 


b) 

its 


verse means 
brings 


1 by Google 
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a) Always write normal s (left motion, sloping) 
and normal z (right motion, sloping) when not adjoin¬ 
ing a consonant sign — and elsewhere except as noted. 

b) Directly following any consonant sign in the 
same syllable, write s or z level. 

(1) s following n or m is the one exception to this rule — 
see 91d just below. 



c) 

needs 


. . . . 






tests 


d) 

small 


wings roses once 



e) 

places actions 


c) Following all straight foot signs, including 
st str and right motion s and z, write both 8 and z 
with right motion. 

d) Write normal s before or after n or m. 

e) Write z with right motion following left motion 
s or z, San and ks. 


&Z 2^ ‘V-vO ?> ,—, 

• • JW *••• • • • Wm •••••• - ••■•••• !■ • •• . ■ ■ • •••• - »W• • • • • » • • • 



0 

slip desk worse house , speak soil plans wages 

hers 


f) Except as in 91 d and e just above, write 8 or 
z with left motion before or after any left motion sign; 
with right motion before or after any right motion 
sign. 


B 92 Connecting stroke joinings 



a) b) 

obtain early reason, poem radio create 

absent army seldom 
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a) Write a very short horizontal connecting stroke 
or tick to separate successive consonant signs which 
might otherwise blend together illegibly. 

(1) r or 1 must not be joined directly to a straight head 
downstroke; n or m must not be joined directly to a straight 
foot downstroke {seldom). 

b) Write a very short vertical connecting stroke 
or jog to separate two successive vowel strokes. 

93 Consonant omission: final t d 


. t. . A. . 

a) build b) 

heart hard built belonged reached hearty hardly 

a) When final t or d directly follows a left motion 
circle, a straight foot consonant, or a loop foot 
consonant, omit the final downstroke. Write the 
connecting tick which immediately precedes the 
omitted downstroke, sloping it upward slightly before 
omitted t, level before omitted d. 

b) t or d which is not final is not omitted. 

94 Compends 

a) A single sign for 2 or more sounds is known in 
Script Shorthand as a compend. 

b) c) d) 

why stream nation industry post-road 
best bank taxi 


b) Write compends always when the successive 
sounds represented occur in the same syllable. 

c) Write compends usually when the consonants 
represented occur successively in separate syllables 
not clearly divided by the structure of the word. 
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d) Do not write compends when the consonants 
represented occur in separate parts of a compound 
word. 


95 Line of writing 



a) b) c) 

event ample asleep , ice stimu- 

fruit apple sample unaware suit lating 


a) Write the first down or up stroke of a word 
resting on the line of writing, actual or assumed — 
if not more than 2 signs which are not down or up 
strokes precede it. Otherwise, write the first sign 
on the line ( sample asleep). 

(1) Do not, however, change the position of a root word 
because of the addition of the prefix un- preceding it (unaware). 

b) Initially, or preceded by not more than 2 signs 
which are not down or up strokes, a begins \ unit 
below the line of writing, tu 1 unit below. 

c) Where the form for a single word would extend 
more than 3 units above or below the line of writing, 
break the form at the most convenient point and 
write the separate parts close together, side by side. 

96 Vowel expression 


a) c) d) 

among offer total , article based 

diploma military :capital field 


a) Write initial and final vowels always ; except in 
specifically memorized breves (abbreviations). 
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b) Write the principal accented vowel of a word 
usually. 

(All the words in this section are examples of this.) 

c) Omit unaccented medial vowels, or reduce them 
to a, with considerable freedom. 

(1) In general, prefer the form which will place successive 
consonants on the same level (article : capital). 

d) Omit the dot which distinguishes long vowels 
from the corresponding short vowels, except where 
omission would suggest a familiar short vowel word. 




e) 0 g) h) i) j) 

package classroom really post- fu- contri- 
jinished checkbook serious tion ture bution 


e) Omit the unaccented vowel of -age or -ish. 

f) Reduce the vowel of -room -book etc. 

g) The less important of 2 successive medial 
vowels may often be omitted. 

h) Unaccented medial o is more often omitted 
than any other long vowel. 

i) Unaccented medial Lu may usually be reduced 
following t. 

j) Accented lu may usually be reduced (but not 
omitted) preceding the suffix -tion. 


97 Prefixes 




a) 


b) . - 

remain reaction , reduce precisely 

relief refer reception preserve 
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a) Write re- before all circles, and vowels, by r; 
elsewhere by ra. 

b) Reduce the vowel of be- de- pre- when, and only when, 
such reduction will place successive consonants on the same 
level. Compare 23e2. 



L . l . 




c) d) 

invitation engage convention connection 

include initial compare committee 

c) Before a consonant sign write in- by i, en- by e. 

d) Write the prefixes con- and com- by k as shown; 
always retaining the head loop of k for com-. 


(1) In general, raise or lower any prefix as may be neces¬ 
sary to conform to the position of a following consonant sign. 



explain provide advise service 

examine proceed admit circle 

e) Write ex- by the ks sign as shown. 

f) Write pro- by pr. 

g) Omit d from the prefix ad- before v m and h. 

h) Omit the vowel from the word-beginning sar, 
however spelled {ser- sur- cer- cir- etc). 


98 Suffixes 

a) 

takes leads cases 





pages saved meeting 

stopped waited paying 


Goode 
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Script Shorthand 


a) Always omit the vowel sound (if any) of the 
suffixes commonly spelled -s or es, -d or -ed, and -ing. 







b) c) 

station available payment 

sections capacity engage- 

occasionally abilities ments 


b) Write the suffix most commonly spelled -tion 
or -sion by the San compend as shown. 

c) Write the suffixes -ble -ity -ment as shown. 


. C*9r..jU>„ 

d) e) 

farther alternative actual careful it/self 
effective happiness backward careless 

d) Write the suffixes -ther -tive -ness -tual -ward 
as shown. 

(1) Shorten -tive to iv, as shown, following a consonant 
sign only. 

e) The wordsigns full less self are important also 
as suffixes. 



C 

99 Wordsigns 

a) The 108 wordsigns in this first group will 
make up over 45% of all your writing. Thoro 
mastery of these few forms will thus do more than 
any other study to increase your shorthand speed 
and accuracy. 


*d by CtOOqIc 
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Lesson 8-D 
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b) Use the review charts on pages 68 and 69 
to test and perfect your knowledge of these word- 
signs, by drilling both on reading and writing these 
signs in many different orders, so as to memorize 
each sign independently, regardless of context. Con¬ 
tinue this drill till you can read or write the entire 
list, in any order, without error or hesitation, at a 
satisfactory rate of speed. 

100 Wordsign derivatives 

.. If. _ (f... — Jf. . sg. . 

a) 

conies things received going statement 

lines asked being having 

a) Wordsigns may usually be followed by common 
suffixes. 

.2, ..7-7 ...r?o 1/LJL. 

b) ^ anything 

upon cannot always to-day 

into before afternoon sometimes 

b) Wordsigns may often be combined to form 
compound words or used as affixes. 

D 

101 Phrasing principles 

a) Short and common words, which join easily 
and legibly, and which belong together naturally, 
may be joined together in writing short and common 
phrases. 
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68 


Script Shorthand 

Wordsign review chart 


\ . 77. .X 

.7 .,. 

0 .. 

/. £ . c/. 

.7.Z,./.... 

...yr\ .z.x. 

0 

/ t . ^6 

± . L .Z. 

1 . 1 ./ 

0 . L . L 

i 7 

(/ . C . J- ! A J J 

jq. ./. 7. 

. /Z. .^. L . 

0 , .O'. ct..... 

/ ^ 

Q . y 

r 

- <T*..^ - 

■a- . 4 .o®" 

/ 


.."O.cr - 

^.2t.a... 

..../..c. 7 

./. 

°c .</. 

& .*./.. 

0 

1 ./ .£. 

0 

/.,. L 

.../../ . L . 

■ .. 

.„.4. 1 . 

/S . 7o .X. 

.<2^. D. . 

...rf... .. 

p 

3 2 7 

j.. 0 ... 

/ V7 

. J . 7 . 





Goode 
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Lesson 8-C 


69 


Wordsign review chart 


about 

account 

be 

because 

between 

did 

do 

enclose 


give 

glad 

go 

however 

in 

information 

line 

matter 

month 

of 


on 

only- 

over 

particular 

please 

satisfactory 

self 

shall 


that 

the 

there, their 
understand 
until 
up 

which 

whole 

will 


after 

all 

and 

business 

but 

can 

every 

first 

for, four 

good 

great 

had 

interest 

is 

just 

most 

must 

next 

opportunity 

or 

order 

question 

receive 

regard 

che 

ship 

should 

thing 

think 

this 

very 

was 

we 

with 

word 

work 


are 

as 

ask 

change 

come 

could 

from 

full 

general 

has 

have 

he 

less 

let 

letter 
no, know 
not 

number 

other 

our, hour 
out 

return 

right, write 
same 


so 


some 

state 

time 

to, too, two 
under 

were 

what 

where 

would 

you 

your 
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Script Shorthand 



b) c) d) 

to be must be he is it can/they 


of that must not be which were could 

b) In general, the first word of a phrase rests on 
the line of writing, just as tho standing alone {to be , 
must not be) ; but 1 or 2 signs which are not down or 
up strokes are raised to conform to the position of a 
following downstroke {of that, must be). 

(1) This follows the general rule for word forms (95a). 

c) In general, a word or wordsign ending with a 
loop foot sign does not restore the omitted foot loop 
in forming a phrase. 

d) In general, a wordsign commencing with an 
omitted head loop restores the head loop in forming a 
phrase of which it is not the first word. 

102 Phrasing 

The principal classes of phrases formed by simple 
joining of words are the following: 

~7 .^., 2 *y.. -J. . l r ./?.. 

a) b) 

of the place the of this in which 

in a among the to you at least 

a) the or a joined to a preceding short and com¬ 
mon word. 

(1) Write the downward in most eases, except after straight 

foot signs. 

b) Particles (prepositions, conjunctions, etc) joined 
to a following word. 
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Lesson 8-D 


71 


c 



to go I have we shall it is 

to take to state he was which are 

c) to joined to a following infinitive verb. 


(1) In general, do not join to before a verb beginning with 
a vowel or with the consonant r. 


d) Pronoun joined to verb. 

Write is with left motion following it there this what. 





will he 


f) 

might have have been can not is not 
shall be please give would not 


e) Auxiliary verb joined to main verb. 

(1) Reduce been to b in phrases. 

f) not joined to a preceding word. 

(1) Join not directly to a preceding right motion z or * 
(without the usual connecting stroke). 



g) Dear 

this week did you the time Sir Yours 

your own just as, the work , truly 

g) Other 2 word phrases; especially adjective 
joined to noun, and verb joined to object. 

(1) In a very few cases join the at the beginning of a phrase. 


f LtOOqIg 
o 


Original from 

UNIVERSITY OF WISCONSIN 






<£> o 
cn cri 


cn ^ 
co a) 


72 

Script Shorthand 


7” . 1 . 

..a. l .y. 

. v . 'Xl << 


7 1^7 % 

4 

h) 

one of the 

7 

I do not to pay the 

i) if it is not 
we shall not be 


so the it will be it has been 


h & i) 3 and 4 word phrases formed by combining 
the preceding classes. 

103 Punctuation 

a) b) c) 

hyphen paragraph Grace White, Lake Placid 
dash parentheses 

a) Write all punctuation marks except the dash, 
hyphen, and parentheses just as in longhand. 

b) Indent paragraphs as in longhand, or if pre¬ 
ferred write a small cross in place of the usual period 
(or in place of the dot of ?! or :) to mark the end of 
a paragraph. 

c) Write a small check mark just before and 
above any word to capitalize it. 

(1) Do not mark obvious capitals, such as the first word 
of a sentence, or proper names occurring in an address or 
salutation 

(2) One capsign before the first word is usually enough to 
designate a single name or title. 

104 Exercise 

For reading exercise see Script Shorthand, Exercises, 8D 1. 
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Lesson 9 


A 

105 Consonant omission: -kt -pt -ft 

. 2 ^. rrC^.Z —. o/±..... 

a) 

direct product fact accept prompt left , looked 

a) Final t following k p or f may usually be 
omitted; provided that the t is not a suffix (looked). 



b ) 

directly facts accepted gifts acting 

instructed promptly 

b) A regular suffix may usually be added to a 
form which omits final t. 


106 Suffixes: -ion -iar, -nger -ngle 


. U- .^ 


Q_ fly 



a) b) 

opinion familiar longer angry anguish 
million senior, angle , 


a) Omit the y sound which often occurs in such 
spellings as -ion or -iar. 

b) Omit the g sound which often follows q in 
such spellings as -nger or -ngle. 

(1) Treat similarly the infrequent combination -ngu- 
(i anguish ). 


tizedbyGooqle 
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74 Script Shorthand 


107 

Exercise 


A. 







0 ^ 


2— ^ 




°2 



V 

At 



-1 

^ 1S ' 

—22 

2 



B 

108 Short forms — based on longhand breves 

•-o.-c.. >2 ...^. 

a) 


Ameri- associ- 

d infer¬ 

English 

et 

examina¬ 

can ation 

ence,ent 


cetera 

tion 

Am assn 

dif 

Eng 

etc 

exam 


.12. . L .. ....CrC .. 


a) 





figure 

govern, language 

litera- 

manager 

member 


government 

ture 



fig 

gov lang 

lit 

mgr 

mem 

7 

2 

L 

A 

A 

L 

/ 


. 1 

r " 

popular probably, relative 

second 

super- 

u? liver- 


probable 


intendcnt sity 

pop 

prob rel 

sec 

supt 

univ 


jiailized 


tOOQ! 
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Lesson 9-B 
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a) Familiar longhand breves (abbreviations) may 
often be written similarly in shorthand. Study and 
practise thoroly these important examples. 

(1) Follow sound rather than spelling in translating long- 
hand breves into shorthand ; for example j instead of g in 
manager. 

(2) Use of a single breve for two different forms of one root 
word (different, difference; government, govern; probably, probable) 
has been proved safe and convenient in the cases noted. 


■■T-p .. A . 

b) 

America England 



examina- figured 
lions 



figures 


.^. *4 . x — r . 4 


b) 

figuring members membership probability seconded 


b) Short forms may usually be followed by 
regular common suffixes. Study and practise the 
examples given. 


109 Exercise 

1 7 ^ rs Cj £> 

« , \, 7 y C-i \ ll / 

3 / L —^ l , X U s 'A-f. 
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Script Shorthand 


5 , v 7 j^/ Cj/'u r . 

6 / ^ js-/ /U ? 

C 

110 Breve dot 

a) Write a dot, known as the breve dot, directly 
following the end of the last sign, to distinguish 
personal breves of certain classes involving an excep¬ 
tional degree of omission. 


.^ 2 ./S.. 

b) c) 

chem- miscel- popu- problem inter- inter- 
istry laneous lation national nal 



d) 

problems 


b) Write the breve dot where the shorthand form 
for a familiar breve might be read as a common word 
or another breve. 


c) Where a familiar longhand breve has two dif¬ 
ferent unrelated meanings, write the breve dot to dis¬ 
tinguish the meaning less used in your own writing. 

d) Altho the breve dot may be written similarly 
following plurals or other derivative forms, this is 
seldom necessary. 


Ill Initials 

a) Initials must be written legibly. Write them 
in shorthand — Script Shorthand is more legible than 
longhand written at equal speed. 


red by CpOOqIc 
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Lesson 9-C 


77 


A 


1 . 

B C D E 




17—0 


F G H I J K L M N 



0 PQRSTUVWXYZ fir 


b) Write initials as shown above. Do not omit 
head or foot loops. 



c) 

H A Jackson 



C T Wilson 


.4/.....^... 


d) 

Helen E Davis DSE:DC 


c) Write initials, usually, joined together and 
followed by the breve dot. 

(1) When so written the capsign is unnecessary. 

d) The dot beside E is necessary only when E is 
written disjoined (to distinguish it unmistakably 
from D)\ or when it follows 5 (to distinguish the 
combination from C ). 



e) M D f) SW NSRA 

R Bruce Morgan N Y A A U wpm 

e) The ticks preceding L M N R are necessary 
only when these initials are written disjoined; or when 
M or N is the first initial and is followed by a straight 
head sign. 

f) Except as above, join initials in accord with 
the general rules of Script Shorthand. 


vtOGQI 

o 
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Script Shorthand 


112 Exercise 


1 c -O X ^ 3 1/ Zl-' 

1 ^ <p / Ob 

^ p -* C, ^ /_ Lf C . 

°? \ l(, , V ^ _ l> . 


D 

113 Wordsigns 

.._a^... L 

a) amount 


acknowl¬ 

edge 

around 

call 

certain 

date 

l. . n . 


. 

z . 


a) 

down hope 

o° 

cr 



minute 

more 

note 

sale 

■ -L... .-TO. 

. n> . 

-y. 

...Jo. . 

..U . 

a ) 

soon 

suggest 

tell 

town 


a) Wordsign root forms 


jigitu 


iv C 


jOOQI 
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Lesson 9-D 


79 


"■/. -/ .. ~*f .. £ . 

b) 

acknowledged acknowledgment amounts 

acknowledging amounting called 

. ^ .. Lj .. JZ . 

b) 


calling 

calls 

certainly dated dates 

hoped 

. 

. Zb . 

7*^ T 

....ZL. 


T 

.. t . 


b) 




hopes 

hoping 

minutes notation noted 

notes 



^ . <J>. . 



. 



b) 




notice 

noticed 

notified notify recall 

sales 


.. (f- . b' . **■ .-/. 

b) 

salesman salesmen shortage shortly sooner suggested 


.Z-'..^.S2.. 

b) 

suggestion telling tells towns wholesale 

suggestions 

b) Wordsign derivatives and compounds. 
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Script Shorthand 


114 Exercise 

1 ^ ^ 


<r> <r' 0 ~' 


f (= - 


/ fit? ^ 2_^ 7 A^ 


"? <5^ <h ^7 t - 

„ ^ l-£> 

4 , V A 


o~2^> 


3 7^^’ 

-*~ -A 'W' J ^ 

A / / f ^2^7 S—^ ^ 

* ~ lr "^ , IL ,, ■/-,4 

*■< 

6 / <1.^ -t* \_^ °7 A ~Z ’j/) 

2 y 67 ^ ^ ~2f //-*. 

,v "v-o / y 2 ^ ^ *> 07 64 

2^ 7 / ~b^~^ l _f. 

<# / fi /OI /^" ^ - ,,A^ 

Z 7 ^ \, / ^ 

7 *^5L ^ ''~t3~ s -» 7 ^ 7 <$■ 


Di 


iy GoOQlc 
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Lesson 10 


115 Initial phrases 

. A ..w.1 

/oi' 1 COZ) 2 

1) free on board 

2) cash on delivery 

3) bill of lading 


B/D 


OK 4 z4 5 5 LLD G 

4) u all correct" 

5) Bachelor of Arts 

6) Doctor of Laws 




Yl, 


.&.. 

am 7 ra 8 h p* Y M C A 10 W E A F 11 

USA 12 

7) ante meridiem {forenoon) 10) Young Men's Chris¬ 

tian Association 

8) post meridiem {afternoon) 11) Radio call letters 

12) United States of 

9) horse-power America 

a) Many familiar phrases, including commercial 
expressions, university degrees, Latin phrases, techni¬ 
cal terms, proper names, etc, are abbreviated in ordi¬ 
nary longhand practise to initials only. Most of 
such breves may be written similarly in Script 
Shorthand. 

(1) The distinctive form of writing initials, with the breve 
dot (111c), makes the capsign unnecessary. 

.. % .. 


b) 

National : N E A 

Education 

Association 


revolu- exams 
tions per 
minute 


c) 

OK'd 


YMCA's 


Di 


iv LiOOQlG 
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Script Shorthand 


b) To indicate definitely in your notes whether a 
familiar breve is to be transcribed by the full form 
or by the usual breve, write a tick (at right angles to 
the end of the last sign) in place of the breve dot to 
indicate the full form; a small circle to indicate the 
usual breve. 

(1) This indication may be applied to breves for single 
words as well as for phrases {exams). 

(2) The breve dot itself merely indicates that the short¬ 
hand form is a breve, most probably composed of initials. 

c) Write derivative forms of initial phrases with 
the apostrophe, as in longhand. 

116 Exercise 



1 


2 / /''ct-.lf* 7 

3 ~i L I !&/ _ °°l ^ _7 


6 
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Lesson 10-B 


83 


B 

117 Short forms — written thru accented 
syllable 

JLl . ....TZkS.... 2_q. 

a) 


affection- 

antic- 

anxious approx- 

atten- balance 

atey-ly 

ipate 

imate,-ly 

tion 

/. 

* 

CA 

t .. 

% . &). . 

a) 

children 

Chris- 

congrat- continue 

/ 

conven- cover 


tian ulate, ience, 

ulation ient 


..(Zf . 

a) 

credit definite descrip¬ 
tion 



j*J.. . tv?., . (L . 

distin- distrib- graduate 

guishy-ed ute, ution 


a) Familiar words of more than one syllable will 
often be clearly legible if written only thru the 
accented syllable. Study and practise thoroly these 
important examples. 

(1) This is the simplest, safest, and most natural method 
of shortening long words which are not of sufficient general 
importance to warrant a wordsign. 


(y r 

L 1, U 


b ) 

congratulations covered covers 
continued covering 




credits 

credited 


Goode 


Original from 

UNIVERSITY OF WISCONSIN 

















Generated on 2014-03-03 23:12 GMT / http://hdl.handle.net/2027/wu.89098961477 
Public Domain, Google-digitized / http://www.hathitrust. 0 rg/access_use#pd-g 00 gle 


84 


Script Shorthand 


l p . “i .. 



4.. 


b) 

definitely graduation inconvenienced 

discovered inconvenience recovered 

b) Short form derivatives. 


118 Exercise 


1 2 j & \ 

d> L^ J C*, ? 3 "2 ^ 

/ °> i ? 4 / j -1^ /, j/~ 0 

? 5 / 


7 .? 




4 £- 



/ ^ - AV7. 


C 

119 Prefixes: imp- emp-, del- tele-, trans- 
super- 

..../z/f. . /Z^...../1UL .r"2u~.. 

a) 

improvement impatient , employ employee empire 

impression 

a) Write fra- before p by i; era- before p by e. 
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-<2 . V 4 **.^ 



b) c) d) e) 

delay telephone transaction supervision 

delicious transfer translate supreme 

b) Write the prefix de- before 1 by d. 

c) Write tele- by tl. Raise the prefix as may be 
necessary to conform to the position of a following 
consonant sign. 


d) Write the prefix trans- by trs joined as shown. 

e) Reduce the diphthong lu to a in the word¬ 
beginning super- or supr-. 


120 Suffixes: -body -ingly, -graph -gram, 
-fication 

. 1 . ^ 1 .. . "2 .. ...eg/. .. 

a) b) 

some- no- any- every- exceed- will- increas- 

body body body body ingly ingly ingly 

a) In the 4 common words shown, write b for 
-body. 

b) Omit the 1 sound in writing -ingly. 

. t .&.^ 

c) d) 

tele- photo- tele- pro- classi- sped- appli- 
graph graphs gram grams fication fications, cation 

c) Write -graph by gr; -gram by gm. 

d) Omit ic in writing -fication] and in the word 
application. 


kJ by CtOOqIc 
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Script Shorthand 


F6 


121 Exercise 


so/7 ^ 

ZIP' cW 





1 

2 / Y ^ 

3 ^ ^ 



122 Wordsigns 


....2. 

a) 

arrange both 


. c * . 

consider 


L^lL 


course find follow 


L . 1^?. .<£r.. 

a) 

found friend further hand 



hundred kind 


...z. . 2 *. «_ . L . L . 4 .. 

a) to-morrow 

perhaps personal rather than thousand 

a) Wordsign root forms. 


viOOQle 
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—^.. 




—. —^6 

b ) . t 

arranged arrangements considerably 

arrangement considerable consideration 


is.. to. i 


t'-J' . Cjf. ......~ -J 

b ) 

considered courses finding finds followed 

considering 

..Z_y>......Z_^..(LflCTt. Lfi... . I*?.. . 

b > 

following friendly friends friendship 

follows furthermore 


.<krp. . oh?.. . (hh.. 


. < t #. .o'ttC'... 

b) hands 

handed handle handled handling handy 


b) 


. i/.. . 

kindest kindly kindness kinds 
b) Wordsign derivatives and compounds. 


personally 

thousands 
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123 Exercise 

1 lo 2-S 


1 


2 

3 

4 

5 

6 
7 


L ) cf L \ L ~~y- C. 

2 > Z- s / . 

// ^~Jb/ ' "^V 3 ' ^ 

i / c^z , yy 


\ 2 ^. 



<7-7 — 


l ,1 1, \ y if S1/ 

'{It, ^ la-lf. 'Z-* / 

\ /* 2>v-^ 7^2 £ 

7 c ^<2, 4 . W ^ "7/ 

<7-z- 2 4 P—^ 7 ° "7 Z Ixf 7 Z_ 

>. C—q^ .\y7C h L^L 

a 4 ^ • 


2 2-, 


iy GoOQlc 

' o 
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Lesson 1 1 


A 

124 Numbers in general 

a) In dates, addresses, page numbers, tabular 
matter, and the like, write all numbers by figures. 



J..L ._.\.£../C.. L^. 



b) 

a few hundred hundreds hundreds 

many thousand thousands of 

a hundred thousand thousands 


b) In the body of a sentence write numbers, 
except one two three four and round numbers, 
usually by figures. 


. 7 

.. 1 . 6 . 


. £. 2 w... 

...AA.Jf°. . Le... 

c) 


d) 

e) 

f) 

7 

16 

8:05 a m 

3 o'clock 5 % 

2,500 10,000 


c) Underscore, by a single light line, numbers of 
less than 3 figures standing alone in the body of a 
sentence. 


(1) When figures are directly followed by familiar breves 
for round numbers, dollars or cents, or units of measurement, 
the underscore is unnecessary. 

d) Write exact time, with or without a m or p m 
following, with a colon between the figures for hours 
and minutes. Write o' clock as shown. 

e) Following an amount expressed in words or 
figures, write per cent by ps as shown. 

f) In your shorthand notes, words and figures 
may be combined at pleasure to give the most facile 
or most natural form for a given number. 


vtOGQI 

o 
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125 Ordinal numbers 


l .^. 



first second third fourth , 5th 21st 22d 23d 24th 

a) Ordinal numbers above fourth , except round 
numbers, are usually best written with figures. 

b) Distinguish ordinals from cardinal numbers, 
where desired, by writing 8t d or ft following the 
figures, as in longhand. Write st or d 1 unit above 
the line of writing; ft on the line, as shown. 

126 Fractions 




a) 


half third quarter 


3 

4 


6\ 3.1416 


3 


a) Write fractions, except the words half third 
and quarter , usually by figures, as in longhand. 

(1) Write decimal fractions always in figures. 

127 Exercise 



, be- 25 


1 — 1 / 


\ /2 1A 




<r- 


fed by GoOSlC 
o 
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91 


B 


128 Short forms — written thru accented 
syllable 



a) 

imag/ine , knowl- 
ination edge 


dL .. 2 /.. 1 — r . 

magazine original pleasure positive 


.1 _.. V°. .. 2q .. 

a) 

possi- practise princi- progress pub- reference 
ble, bly pal, pie lie, lish 


a) 

regular remember separate splendid sufficient whether 

a) The short forms above complete the group 
taught in 117. 




. ^2 



../l _ t . . ^ .. z -^ / - 

t>) 

impossible positively practical 

originally possibility practically 


.2.% 




b > . 

principles published remembered 

publication regularly sufficiently 


b) Short form derivatives. 


Di 


iy Goode 

* o 
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129 Exercise 


%\ ^ 4 -*, 4 ^ 



a,. 

\ v 




b- 


130 Dates 




jjL . zcZZlX* . 




a) 

Afow 7«e TFed Thu Fri Sat 

a) Abbreviate days of the week substantially as 
in longhand, chiefly by omitting the final -day. 

L..s*ry. . 

b) 

Jan Feb Mar Apr May Jun Jid Aug Sep Oct Nov Dec 

b) Abbreviate months, substantially as in long- 
hand, as shown. 

(1) The capsign should be used with these breves for days 
or months when they stand alone in the body of a sentence, 
but is unnecessary when they are part of a more complete date. 


iv CtOOqIg 
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c) 

4 Jul 1776 


..1L..L.J.S. . 

11 Nov 18 


. gr.. ^...... 

d) 

Feb 22 May 30 before 

the 15 th 


c) Write complete dates in logical order — day 
month year — without punctuation marks, as shown. 

d) Use cardinal numbers only; except where the 
day of the month is referred to without expressing the 
month ( before the 15th). 


131 Money 



_ 6 . 5 . { 77 - 




.2.S.. 


a) b) c) 

$5 $50 $500 $10,000 $7.50 25ji 

$500,000 


2 

.. . .2w.... • 

d) 

£5 Fr 5 


a) Write dollars, in connection with an amount 
expressed either in figures or words, by d; written wholly 
below the line in the place of the usual decimal point 
following figures, or phrased to a preceding round 
number {ten hundred thousand million ) written in 
shorthand. 


b) Write dollars and cents together by writing 
the figures for cents much smaller, and higher, than 
the preceding figures for dollars. 

c) Write cents without dollars by left motion s 
written level directly above the figures. 

d) Write pounds (sterling) or francs by pai or fra 
following the figures, as shown. 



OooqIc 
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132 Units of measurement 


.^ -l~~-o~ct. . C-f . 


a) 

fw ft yd g/ ga/ doz m li gm hr lb No. 
inch quart meter hour 

foot gallon liter pound 

( feet)yard dozen gram number 

a) Most longhand breves for units of measure¬ 
ment may be used with little or no change in Script 
Shorthand. The chief exceptions are a few unphonetic 
forms such as hour , or forms like lb or No. derived 
from the Latin rather than the English words. 


133 Exercise 

15 it \ l?, S+J,220j^, 

!S/ r ', S Cs_^, 2/, 5 6 2^, 240^ 

/ o 2-^ ^ 5 1 \ Xot - ^6 * 

ts U. . Cf ~z n 0 c_ s / 2. 

134 Wordsigns 

. 2 ...^.z. 

a) 

against better believe charge company enough 


ViOOQlC 

O m 
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°7 

..CL* . J. . 

a) 

large leave 




rz. 


C?.. . 7.. .. c/*-. . 

little never present recent 

..X?. . YL ./.. 4 ,. 


a) 


several special subject suppose sure trust 
a) Wordsign root forms. 

. ~A . ~J.. . /£.. .. 7q . jfi.. 


b) 


accompanied assure assuring charged 

assurance assured believed 

....^.. 6/^ ^q/ ...J.... n 

b) 

charges companies especially largely 

charging company's insured 


...O 00..Q_. 1 ... 7 . . 2 ^. 

b) 

larger leaves overcharge presented 

largest leaving presence 


. 


.>r2. Jo/... 


•4.^. 

b) 

presenting recently supposed 

presents subjects surely 

b) Wordsign derivatives and compounds. 


-4^. 

trusting 


bOOQlC 
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135 Exercise 

1 'O L / 

2 y l jf 11 r- s* 

O l< ~t£ A.. 3 ^ 1 l 

^ 1—^ ~C L A- 7 iyy 3 

4 J f l # <A — t 3 


/1 ? 5 ’L / \ 'Lo 

«a» ^ (A A ci- 1 w 

« ^ _*. / U - 


0 ]^ 


fl 


Tf 


/ — 6, ■% / i 2y. 

z^.- y- _ /^y <£« /, 7 

1 —. a -^y- / ^ 

-c/j» V 

*/ A. y/cr- -y 

^ a A t 52 - ? 7^ 

^^ i 


i 


Goo ole 
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Lesson 1 2 


A 136 Titles 



Prof Rev Judge Gov Sen Rep Hon Chair¬ 


man 

. I- .^ . £ - ... 

Pres Vice-Sec Treas Col Maj Capt Lt 

pres Gen 

a) When immediately followed by a proper name, 
abbreviate familiar titles substantially as in longhand. 

(1) When not immediately followed, or preceded, by a 
proper name, these breves may be used if followed by the 
breve dot or preceded by the capsign. 

137 Personal names 







/ 


Arthur Edward Henry William 

Charles George John Thomas 







Anne Elizabeth Helen Margaret 

Barbara Grace Katharine Mary 

a) Write proper names in shorthand, but with 
unusual care and fulness; rarely omitting or reducing 
even medial vowels, except in familiar names of 
frequent occurrence in your own writing. 

(1) Above are shown normal forms for some of the most 
familiar forenames. 


LtOOQI 
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a 



b) 


Catherine 


Greene McDonald : Macdonald 


Phillip 


: MacDonald 


b) There is just one good reason or excuse for 
ever writing a proper name, or any other word, in 
longhand instead of Script Shorthand , and that is to 
record an unusual or unfamiliar spelling. And in 
the case of familiar names spelled in two or more 
ways it is quicker, and usually amply sufficient, to 
write the distinguishing longhand letter just above 
its place in the word. 

(1) A medial capital letter may be indicated by writing 
the capsign over that letter (MacDonald :Macdonald). 

138 Address breves 





St Av Rd Blvd PI Sq Cir Pk Bldg 

a) As part of an address — that is, accompanied 
by a proper name — use the short forms for the 
familiar longhand breves shown above. 

139 Exercise 



y Google 
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^ j y> ^ «■ 

/ . 

-- > / <r£-«V, Art 3 ¥3. \ 


B 140 Short forms — written beyond accented 


• • • «•••••■•• 

syllable 

-J 1 

.J4x> .. /^T. . 

a) 

appreciate 

determine duplicate 

answer 

average 

difficult ,-y 

.ru . 

V . L . 

..Jri. .. *n?.. . 

a) 

experience 

handkerchief material 

exercise 

favor 

immediate 


2^2.. 


a) 

people 



perfect 


..2%t.....2^........ 


purpose 

permanent usual yesterday 


a) A limited number of familiar words of more 
than one syllable occur often enough to warrant short¬ 
ening but are not unmistakably legible if written only 
thru the accented syllable. Write such words thru 
the consonant sign following the accented syllable. 


.T 

b) 


answered answers 
answering 


ziZ.....rty...Msp . 

difficulties 

appreciation 

appreciated determined 


t^OGQl 

o 
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b) favorable favored favors 

experienced favorably favorite immediately 


. vz- 

b) materials 
materially peoples 


\ .. 

perfectly unusual 

purposes usually 


b) Short form derivatives. 

141 Exercise 


1 

2 L ^ l Z 1 1 §fi/\. 

3 fa > 7 1L 

4 ^ ^ tj 

5 h\ <hf * . °1/ > c?*-' c 2*>. 


6 qji L —l* r V. 

C 142 Phrases involving modified joinings 

. .(/>.. . 

a ) b) c) d) 

day or two to our and/or 

day or so at our in time 

week or two in our at any time 

month or so with our 
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a) Disregard the tick of or in writing or two or 
or so after another word. 

b) Disregard the tick of our in writing the 4 com¬ 
mon phrases shown. 

c) Disregard the tick of time following a vowel 
stroke. 

d) Write the useful phrase and/or as shown. 

143 Letter phrases 



- o 

My dear Sir 


My dear Dr 
Mr & Mrs 
Messrs 


My dear Madam 
My dear Mr 


My dear Mrs 

My dear Miss 


Gentlemen 

Esquire 


a) Above are shown most of the common con¬ 
ventional salutations, other than those already taught 

in 60c. 

(1) These examples will readily suggest the forms for writ¬ 
ing any others which may occasionally be encountered. 



Yours sincerely 

Most sincerely 

Truly yours 


Yours cordially 

Cordially yours 

yours Yours faithfully 

Very truly Faithfully yours 


A £. 





Yours very sincerely 

Very sincerely yours 
As ever 


Yours respectfully 
yours Respectfully submitted 

I remain 

Affectionately yours We remain 


y (jOOQlC 

' o 
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b) Above are shown most of the common compli¬ 
mentary closings, other than those already taught in 

60c. 

(1) These examples will readily suggest the forms for writ¬ 
ing any others which may occasionally be encountered 


144 Exercise 

1 ^ C 6 1 ~~ls- ~iy 3 f 4 '- 

3 3 J ^ ' 

cn. J> au^ ^ 1 ^ 

7 -C, ; a 

^ J> } Jk 

D 

145 Wordsigns 

m ...r4 ..1. L. .£. d . 

a) 

accord address complete confi- contract deliver 

dence,dent 

.,. V .i.^.-V. I . 

a) education 

department expect express extra form 


v Gooqle 

■ O 
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103 


S.-***= *. 1 

a) 

part point regret request school 

a) Wordsign root forms. 


value 


. 

b) appointment 

accordance accordingly addresses appointed 
according addressed apartment 


.-fy. . rfy. .. 




4 ..£. d. . JL .£-. r^J^. 

b) disappointed 

completed contracts delivery disappoint 

completely delivered departments 


.4.^.^ ^.£.^. 

b ). 

disappoint- expected expressed former 

ment educational expecting formal formerly 


w - '-..^. "V- ..V..V” - 


b) inform informing partly party 

forms informed parties parts 


. q£. .. a£, .^..- j CL.. . 

b) regretting requesting schools valued 
points requested requests valuable 

b) Wordsign derivatives anc| compounds. 


Jd by Google 

' o 


Original from 

UNIVERSITY OF WISCONSIN 





















Generated on 2014-03-04 20:43 GMT / http://hdl.handle.net/2027/wu.89098961477 
Public Domain, Google-digitized / http://www.hathitrust. 0 rg/access_use#pd-g 00 gle 


104 


Script Shorthand 


146 Exercise 

2 / ^ u/ / r -d 2 i s •-'2. 

3 ^ y L <7 ^ _y -1/. 

4 / 2 


5 , "7 ^ z, ^ T 1 ^ l xAi . 

6 / 2~ > 4 <7, "7/ ^ V. 


V Y/^^/| 2 </ ^ 

^ v z v) v > x, 

ty ^ j ^ z 7 



*d by CiOOQk 
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Lesson 13 


147 States and territories 

. U>.. 

A rk Colo Del 


Ala 


Ariz 


Calif 


Conn 


. /L.. A . .^St. ... 


L... 

Fla 
.a _ 


Ga 


Idaho 


.E. 


Ill Iowa 

Ind 


Ky 

Kans La 


J- ./. ^ 




~cf* . 7 . o . cr . o .o. c . °~~C ’ 

Maine Md Mass Mich Minn Miss Mo Mont 



■*? .^....«£-*. Z(.. 

Nebr Nev Nil NJN Mex N Y NC N Dak 

.. 

Ohio Okla Or eg Pa R I S C S Dak Tenn 

.^. .. 2^... ...... 

Tex Utah Vt Va Wash WVa Wis Wyo 
n ^ . 

Alaska C Z DC Guam PI PR VI 

Canal District Ha- Philip- Puerto Virgin 

Zone of waii pine Rico Islands 

Columbia Islands 


Diai 


i^oo^le 
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a) The preceding list gives with the shorthand 
forms the authorized U S Post Office breves for the 
names of the states and territories. 

(1) Write the capsign with these breves when standing 
alone, but not as part of a complete address. 


148 Exercise 





/V 

be J* Jr~r l_ 





B 


149 Phrases involving sound omission 

Jk ._. .0^ .cxr... 

“ a ) 


<*tr- 

let us 

give us by us write us let us know 

.-gives with us :writes :let's 


a) In a few common phrases, omit the vowel of us 
following a vowel or tick. 


Dioitiz 


vtOOQI 
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b) c) 

as soon as as far as as soon as 

as well as as follows possible 

as quick as so far as as far as 

as quickly as possible 


b) Several common phrases of the form as — as 
may be shortened as shown. 

(1) as is lifted in as far as and as follows. 

(2) 50 far as is shortened like the similar phrase as far as. 


c) Following any phrase of the form as — as, 
possible is written by p. 





d >. 

will be able kindly remit 

have been able will you kindly 

may not be able kindly let us know 

we have not been able 


d) Following any phrase ending in be or been, 
write able by u , omitting the dot. 

e) In phrases kindly may be reduced to the same 
form as kind. 



0 


g) 


should like 

would like 

we should like 
like the 


thank you thanking 

with thanks thankful 

thanks Thanksgiving 


digitized by v-iOOQlC 
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f) In phrases like may be reduced to Id. 

g) In phrases, and derivatives, thank may be 
reduced to fi. 



immediate attention at our expense 

by return mail in our letter 

in accordance with kindly advise 

vice versa 


h) In general, subordinate sounds may be omitted 
from a phrase common in your own writing if the 
remaining form is unmistakably legible. 



ized by GoOqI 
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C 

151 Place name affixes 

<**} Zf . VL J’\ . f 1 " 

a) 

Danville Harrisburg Fairfield Shreveport 

Meadville, Newburgh, Pittsfield, Newport 

a) Write -ville by v; -burg (or -burgh) by b; -field 
by f; -port by p. 



Newton Lexington Charlestown 

Hamilton, Southampton, Charleston 

Easton, Framingham, 

b) Write -ton (except in -ington and -hampton — 
see below) by tn. 

(1) Use the st compend in writing -ston. 

c) Write -ington and -hampton as shown, omitting 
the t sound. 

(1) Write -ingham as shown, omitting the h, which is often 
not sounded ( Framingham ). 

d) Write -town by the wordsign, tai. 

- f .Zbrrg' 

e) f) g) 

Marlboro Manchester Swarthmore 

Greensboro, Dorchester, Hollywood 



vtOGQI 
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e) Write -boro (or -borough ) by bo. 

f) Write -Chester by d, retaining the foot loop. 

g) Write the place name suffixes -more and -wood 
by the wordsigns more and would. 



h) i) 

Sioux City , St Lawrence Fort Madison 

New York City, Mt Vernon 


h) As part of a preceding place name, City may 
be written with the -ity suffix. 

(1) Abbreviate New York City as shown. 

i) As part of a proper name, write Saint{St ) 
by st; Fort{Ft ) by ft; Mount(Mt) by the form used 
for the suffix -ment. 


152 Exercise 




LtOOQIG 
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D 

153 Wordsigns 


.7.r . 


...sZ . 

.../[ 

S' 

i 

a) 





advan- cooper- 

girl 

impor- 

indeed 

instead 

tage ate,ation 


tant,tance 



...IS.. . 

./. 

...£P<.. . 

...*ZL . 



0 

r 


a) 




market necessary purchase 

quote 

respect 



quite 



°°7.. 

% . 

.7°-. 

...L . 

...L . 


<r 


<r 

/ 

a) 





responsible 

while 

world 

yes 

yet 


together 


a) Wordsign root forms 

JL.LJL .p?. (shr. .. 7jr .. 

b) 

advantages awhile necessarily purchased 

altogether girls necessity purchases 

.. 

b) unnecessary 

purchasing quotations quoting responsibility 
quotation quoted respectfully 

b) Wordsign derivatives and compounds. 


iy Google 
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154 Exercise 


2 U / (7- . °^7 l 74 fS /f* 6 - 

3 /gn si L y ^ at? 

4 /L~. SI 1 if? 1 

5 7 7 y ft ^ 

(A \ 7/ l^S- Z —<. 6 ,<? 7 l at? - 

9 jl -VI \ L \ a %^~- 

7 2S6 S J 

^ ^ <y u l 

aC Z- <U. 2 > f l_ U 9 
J, /U 7/* ^ ^ *7/. l£^ 

7 ^ ^ ^ — l 

2> A 7 i 7 7 Z si <H s' / 

°~S. TS^ r ? <gri~ *L 7 *2? 1 


9 

9* 


■v C.ooqlc 
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Lesson 14 


155 Principal U S cities 

.._0£_ .2 a . "M-a . 1 _ s . sJl 

Allentown Baltimore Boston 

Atlanta Birmingham Bridgeport 


Buffalo 


f. . 




-6yD.. 


Chicago Cleveland 

Cambridge Cincinnati Columbus 


_ d/i f. 

Detroit 



w 


Duluth 

(a..a 


Evansville 


Z3C 




Fort Wayne 

. r . 


Fort Worth Houston Jacksonville 

Grand Rapids Indianapolis Jersey City 




=>.y. 



-.. ^ . 


Kansas City Los Angeles Milwaukee 

Knoxville Louisville Minneapolis 






oO. 


■7 




Nashville New Haven New York 

New Bedford New Orleans Oklahoma City 
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.r_ 


- ZL J — 2 - x -. Z—j 


Paterson Philadelphia Portland 

Peoria Pittsburgh Providence 


..-5/-.•‘52—0- 

Rochester St Louis 

Sacramento St Paul 



Salt Lake City 

San Antonio 


JS,.. .. 

San Diego Schenectady Somerville 

San Francisco Scranton South Bend 



Springfield Tacoma Wilmington 

Syracuse Toledo Youngstown 

a) Above are suggested shorthand forms for many 
of the principal cities of the United States. 

See also 148 and shorthand key to 13A 1. 

156 Exercise 


-a,/ 

_o_ 

X Con 2J1 

/ 

/ ? 0 —* j 


2 —%_ — ^ 

> Z- 


UilIZ 


Goode 
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In ^ // S ^ 

z* 7 / Z'/ y 

B 

157 Phrases involving word omission 

a) A few of the commonest particles, such as 
the of and to a or, may be omitted in writing familiar 
phrases, where the sense supplies the word unmistak¬ 
ably in transcribing. 

(1) The first or last word of a phrase is never omitted. 


. \ .. -fc. V 2 . 

b) 

by the month on the whole 

for the present at the present time 

for the purpose for the time being 

on the contrary nevertheless 

b) the may be omitted as shown. 

Treat similarly the compound nevertheless. 




c) 

free of charge 

line of business 
out of town 

point of view 



question of time 
some of these 
superintendent of schools 
on account of the 


c) of may be omitted as shown. 


gitized by CtOOqIc 
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d) 


—. 



again and again 
better and better 
less and less 
more and more 


over and over 

worse and worse 

over and over again 
time and time again 

d) and may be omitted as shown. 

.£.C—. 

e) 

coast to coast glad to say 

expect to be hope to be 

expect to ship like to be 

glad to have like to have 





e) 

like to know 
ought to be 

ought to have 
seems to be 


'V”=V 


seems to me 

from time to time 
hope to be able 

ought not to be 


e) to may be omitted as shown. 



as a rule 

quite a number 
quite a while 


more or less 
one or two 

two or three 


within a day or two 


whether or not 


f) a may be omitted as shown. 

g) or may be omitted as shown. 
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h ) 

once in a while as a matter of course 

one of the best as a matter of fact 

one of the most in regard to the matter 

out of the question in spite of the fact 

h) In a limited number of phrases, more than one 
word may be omitted; most often the combination 
of the. 




158 Exercise 



2^° 

2 



7 


oW 

0 ^ 


T 


£*• 



lo 





A> 

o 

It 



C 

159 Nonce forms 


a) A long word or phrase ordinarily very infre¬ 
quent will sometimes occur repeatedly in a particular 
class of writing. Typical examples of such occurrence 
are technical or scientific terms in a lecture or college 
course, or proper names, either of firms or products, 
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in a particular correspondence. Such cases may be 
written by a special temporary personal breve, known 
as a nonce form because used only for a particular 
occasion or for the nonce — that is, for the time being. 

b) Nonce forms should always be keyed at their 
first occurrence, and also at the beginning of the notes 
in which they are used, by writing with them, in fully 
written shorthand (or to record an unusual or unfamil¬ 
iar spelling (:137b), in longhand) the word or phrase 
which they represent; and should be used only in the 
appropriate notes in which they are properly keyed. 

c) General principles may be irregularly applied, or 
disregarded entirely, in a properly keyed nonce form. 


S.^. 

mathemat-infini- psycho- psychia- 
ically tesimal, analysis trist, 


^ . -ib .-fe 


.. 


^2 

coef¬ 

ficient 





corre¬ 

lation 



supt of asst chamber exec- stenog- Script 

motive general of utive rapher Shorthand 

power passenger com- committee 

agent , merce 

(1) The particular examples given in this one section are 
not intended to be memorized for general use. Their purpose 
is to illustrate by specific examples a general principle — to 
be applied by you to those particular words or phrases which 
prove to be unusually frequent in your own writing. 


160 Exercise 

1 ' 7 4. t " 2 >— V-?. 

2 ' ^ sC- 
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D 

161 Wordsigns 

_ s .. 2^. . 2 —». ty . Q. . '£ . 

a) 

assistance beyond character 

behind building circumstances 

...^ — ... 

a) . 

communi- cone- fortu- manu- mistake policy 

cate , spond , nate,-ly facture 

cation spondence 

.. <£ .... 

a) 

property recommend standard 

proposition remittance wonderful 

a) Wordsign root forms 



b) 

assistant characteristic correspondent 


buildings circumstance manufacturers 

.-..a—... \ . 

b ) 

manufacturing policies recommended 

mistaken recommendation unfortu¬ 

nate ,-ly 

b) Wordsign derivatives and compounds. 
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162 Exercise 




1 2^^ w- 7 / L / (Le . Cj, 

2 o <?.*• 

5 */r 

4 / J j 2 £*■ £ ? i- 0 / 

1 't v 5 ^ 

Cy 2 _* a. J. ly s 

6 A/- ^ 4**2/ ^ *Y 2-. 

■* "7* 2 ^ z_/ 

/ _ ^ ^ \ ^ / </-? i a. i 

^ l u J° l L 

& > V If // 

/ ? Z-7- { t, y/ 

'a- ^ A ^ ^ 

^ ^ n V- )i 
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Lesson 15 


A 


163 Retouching and revising notes 



.. L .. 

- S\ 



a) 


b) c) 


wick pool pure, {query), {example of insertions ) 

a) In retouching notes, as in reading over hasty 
notes which are to be preserved, or to be read by 
some one else, exact vowel sounds may be confirmed 
by writing a small circle over any stroke which 
expresses a short vowel; a dot over any long vowel; 
a dash over any diphthong. 

b) To call special attention to any unusual short¬ 
hand form, encircle.it with a single quick motion. 

(1) This leaves underscoring free to be used for normal pur¬ 
poses of emphasis, etc, as in longhand. 

c) In revising manuscript or original composition 
of any kind, it is often desirable to make many 
corrections, additions, transpositions, etc. This may 
be done quite as freely in Script Shorthand as in 
longhand, since all forms are independent of ruled 
lines or position, and almost every word or phrase 
form is explicit without regard to context. 

(1) It is even possible to insert corrections, where space is 
limited, in a much smaller size of writing, just as in longhand, 
provided only that relative proportions are maintained — that 
is, making 2 units twice as long or as high as 1 unit. 

d) An additional help, useful also in longhand, 
is to revise ink notes in pencil; pencil notes in ink. 
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164 Precise writing 

a) In Script Shorthand it is never necessary, and 
seldom desirable, to write two different words by the 
same form. Usually the general rules of the system 
suffice to distinguish somewhat similar forms. Where 
they do not, some further means of distinction can 
always be found. 

The most important means of distinction are: 



hourly finally writing more second 

:early :finely :rung :Mr secretary 

b) Position — as the normal result of following 
general rules. 

(1) hourly(AGc\)\ early(: 41a). 

c) Retaining an unaccented medial vowel. 

d) Marking the exact vowel sound of an infrequent 
word otherwise similar to a frequent word. 

e) The capsign. 

f) The breve dot. 

165 Final review 

a) Review at this time the subject matter of Les¬ 
sons 9-14; both general principles and specific forms. 

(1) If there is the slightest uncertainty as to either rules or 

forms taught in Lessons 1-7, review these also with the help of 

Lesson 8. 

B 166 Use the short form review charts on 
pages 124 and 125, as directed in 99b, to test and 
perfect your knowledge of those short forms. 

C 167 Use the wordsign review charts on pages 
126 and 127, as directed in 99b, to test and perfect 
your knowledge of those wordsigns. 
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Lesson 15 -D 


12 3 


D 

168 Phrasing review 

a) The basic principle of joining short and com¬ 
mon words in writing short and common phrases is 
extended in 3 ways in more advanced shorthand writing. 

-H . *5- . A . . .p. r..X..v 2?. .. 

b) 

day or two month or two at our in time 

week or so year or so with our 

b) Phrase joinings may be modified by disregard¬ 
ing a tick, as in or our time , where the tick is not 
essential to sure reading or desirable for fast writing. 


.. ^ . L 

c) your 

write us kindly let us know immediate 

as soon as possible like a attention 

will be able thank you 

c) In a limited number of common phrases unes¬ 
sential sounds may be omitted, provided that the 
remaining form is unmistakable. 



.1 . 


d) 

for the purpose 
line o f business 
on account of the 
over and over 



hope to ship 

like to know 
seems to be 
ought to be able 
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Script Shorthand 

Short form review chart 


B 166 


~U - 
.*"0*. 

..~~7~sp . 

.£1. 

,i>. 

2 

.2-,. 

.. . 

2V?.ZV. 

.2. . 

.. 

U. . 

/t/ V . 

Q. 

. ?z?.. . 

. 

bo . Htsf...... 

H. 

V°. ..2—.... 

■H . 

.. 

. 

•2/ ^ 

■A 


I 


M 



—/? “ 

...2-a.-Z 

^.‘Y 


. 

...^. <w... 

.06 . ??rzf. 


.. 2 / 1 .. 



. Y 

. 

.T 


^ 2 - 
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Short form review chart 


affectionate, -ly 

answer 

anxious 

American 

anticipate 

appreciate 

approximate, -ly 

attention 

balance 

association 

average 

children 

Christian 

continue 

cover 

congratu/late, 

lation 

conven/ience, 

ient 

credit 

definite 

determine 

difficult, -y 

description 

differ/ence, ent 

distinguish, -ed 

distrib/ute, ntion 

English 

examination 

duplicate 

et cetera 

exercise 

experience 

figure 

graduate 

favor 

govern, -ment 

handkerchief 

imag/ine, ination 

knowledge 

literature 

immediate 

language 

magazine 

manager 

member 

people 

material 

original 

perfect 

permanent 

popular 

possi/ble, bly 

pleasure 

positive 

practise 

princi/pal, pie 

progress 

purpose 

proba/bly, ble 

pub/lic, lish 

reference 

regular 

remember 

separate 

relative 

second 

splendid 

sufficient 

university 

whether 

superintendent 

usual 

yesterday 


nnnlo .. 
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Script Shorthand 

Wordsign review chart 


•2—»• .2. 

1. 1 


=e. .. - 7 ... 2 . 

leAlto. _ 7... 

jf... .. 

^T «•. L . \ d . i .*- 

\ .1. L4L...Z . I . 

. jb, . n.. 

1 . j . 2 ... 

.Z . 2 . Z... 

■ u . / . F 

°ZZ .r?.. \a.. 

...Y7. . 

...L^ . 


4 


JZ. . /Z . A... 

. a> .<5^ 

...Tir. .2-^,.2,.. 

a_. 

.a, . 2... 

L . 6 . 


..bZ 

. 1 .. 


F- F 


.6. . 

.4*... 

. Q?- 

Z . \ . 

-7 . 

L... 

l~ L... 

F . 


<7*. 

. 


.V"V 

^ .s/./■■■ 

.-V-....-*.~2 

L .4. 


...<2°-. 


/./ 
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Wordsign review chart 


accord 

acknowledge 

address 

behind 

believe 

better 

charge 

circumstances 

communi/cate, 

cation 

correspond, -ence 
course 
date 
express 
extra 
find 

girl 

hand 

hope 

leave 

little 

manufacture 

note 

part 

perhaps 

purchase 

quite 

quote 

respect 

responsible 

sale 

standard 

subject 

suggest 

to-morrow 

town 

trust 


advantage 

against 

amount 

beyond 

both 

building 

company 

complete 

confi/dence, 

dent 

deliver 

department 

down 

follow 

form 

fortunate, -ly 
hundred 

impor/tant.tance 
indeed 
market 
minute 
mistake 
personal 
point 
policy 

rather 
recent 

recommend 

school 
several 
short 
suppose 
sure 
tell 

value 
while 

wonderful 


around 

arrange 

assistance 

call 

certain 

character 

consider 

contract 

cooper/ate 

ation 

education 

enough 

expect 

found 

friend 

further 

instead 

kind 

large 

more 

necessary 

never 

| present 

property 

proposition 

: regret 

remittance 

request 

i since 
soon 
special 

j than 

thousand 

together 

world 

yes 

yet 


IIZG 
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d) 


as a rule 

two or three 

one of the best 




out of the question 

in regard to the matter 
as a matter of fact 


d) A few of the commonest particles, such as the 
of and to a or, may be omitted in writing familiar 
phrases, where the sense supplies the word unmistak¬ 
ably in transcribing. 

(1) The first or last word of a phrase is never omitted. 

(2) In a limited number of phrases, more than one word 
may be omitted; most often the combination of the. 


169 Final advice 

a) New words In dealing with the occasional new 
or unfamiliar word, the first and fundamental rule is 
to write something, in shorthand, without delay. If you 
put down the principal sounds of a word in order, 
never omitting initial or final vowels, you may have a 
long or an awkward form but you will have a legible 
one. If the form seems awkward or uncertain, 
encircle it, and at the first opportunity examine and 
improve it. 

b) Use your shorthand To be able to write 
Script Shorthand means much more than just to be 
able to take dictation in a business office. Your 
shorthand is available for personal correspondence 
with other writers of the system, for original com¬ 
position, lecture, conference, radio or telephone notes, 
abstracts or memoranda — in short, for almost every 
longhand purpose, and for many purposes for which 
longhand is inadequate. Use your shorthand. 
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Business shorthand 
supplement 


A Business shorthand 

The preceding 15 lessons have taught most of the 
forms which you will use, whether in personal or 
business shorthand. A limited number of forms, of 
relatively low frequency, or of a kind useful chiefly 
in business correspondence, are taught in the Business 
Shorthand Dictation Course rather than in the Basic 
Text. The most important of these forms are briefly 
summarized in the next 10 pages, for convenient 
reference by writers who may find some of them of 
immediate value for general use. 

B Additional special purpose breves 



SS lei 

PIP cif 


E&O E RFC 


ICC WPA 


steamship 

parcel post 


errors and omissions excepted 
Interstate Commerce Commission 


less than carload Reconstruction Finance Corporation 

cost, insurance, freight Works Progress Administration 

1) Phrases consisting chiefly of initials are usually 


Reconstruction Finance Corporation 


Works Progress Administration 


written with the breve dot. 



percentage per hundred per gallon 

4% per annum, per thousand per day, 

per pound per hour 
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Script Shorthand 


2) Write percentage and per cent per annum as 
derived forms of per cent{ 124e), as shown. 

Similarly, write p for per when joined to a fol¬ 
lowing word or breve expressing quantity. 

(a) Write per hour disjoined. 


..a. 


/ C 

««•« •••./. ■’O.. 


bbl bu gr cwt pt 
barrel bushel gross hundred¬ 
weight pint 




mi sqft cu yd 
mile square cubic 
foot yard 



3) Familiar breves for units of measurement are 
used with little or no change in Script Shorthand. 


.— 2 - W- .^.^. 

State of State of State of New North South 

New York Pennsyl- Illinois England America America 
vania 

4) The words State of preceding the name of a 
state are joined and written in the usual place of the 
capsign. 

Familiar place names other than states (147) or 
large cities (155) may often be greatly abbreviated, 
provided that the capsign is written. 



Canada Prince Nova New Quebec Ontario 
Edward Scotia Brunswick 
Island 


Canada PEI NS NB P Q Ont 
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JL . %/■■ . 



ManitobaSaskatch- Alberta British Yukon Northwest 
ewan Columbia Territories 

Man Sask Alta B C Yukon N W T 


. °°- ... ■*£>■ . 

Newfoundland Calgary Halifax 

Labrador Edmonton Hamilton 


. — 9 ... 


"°£ . <?—£/' 

London Montreal Ottawa Quebec Regina St John 



Saskatoon Vancouver Winnipeg 

Toronto Victoria St John's 


5) The list above gives the best forms for the 
provinces and chief cities of Canada, including New¬ 
foundland and Labrador; together with the author¬ 
ized U S postal abbreviations for the provinces. 

C Additional short forms 

The general principles taught in 108, 117, and 140 
may be extended to cover other words of less frequent 
occurrence or more specialized use, including long 
words not specifically taught which prove to be 
of frequent occurrence in your own writing. In addition, 
business shorthand admits a 4th group of essentially 
self-reading breves which do not conform exactly to 
any one of the 3 general principles already taught. 


Die 
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Additional short forms 


2 . 

L 


2 . 

>. 



■X-r-qjr- 
-\_-€. 1m 

JL . 

^ ~ 2 

'k .^ 





. ■CP' . /&. . 

. 


e^n.. . 


- c —2' 
JL . 


.kit 



2/... . 2^.... 



r 


2> 
~Lc 


U... 

.^. 

<r*-- 

''4 .%.-• 


.a/.. 7 ?°. 

1^.1 


o.... 


.a. 


2 . 

.*-?■ 

=^-¥- 

. 

~^L- .. 


s. -A 
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Additional short forms 


advertise, -ment 

Co 

discount 

catalog 

corporation 

establish, -ed 

freight 

insurance 

merchandise 

Inc 

invoice 

railroad 

beauty 

chapter 

commercial 

certificate 

collateral 

consolidate 

deposit 

electric 

enthusi/asm, astic 

develop 

emergency 

envelop 

executive 

influence 

legislature 

financial 

investi/gate, 

gation 

preliminary 

signature 

substantial 

vocabulary 

significant 

unanimous 

volume 

accumulate 

appropriate 

candidate 

alphabet 

broadcast 

customer 

evident 

frequent 

newspaper 

extraordinary 

furnish 

prospect 

absolute, -ly 

administration 

automobile 

acquaint 

agriculture 

consequence 

desire 

gentleman 

individual 

experiment 

independent 

inquiry 

intelligent 

memorandum 

organ/ize, ization 

international 

oblige 

represent 

require 

subscription 

transportation 

situation 

substitute 

universal 
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The examples of additional short forms given on pages 134- 
135 are arranged in 4 groups according to the principle by which 
they are formed: 

1) Lines 1-2 are first group short forms, based on 
familiar longhand breves (: 108 ). 

2) Lines 3-6 are second group short forms, written 
thru the accented syllable of the word — the simplest 
and most generally useful principle ( : 117 ). 

3) Lines 7-8 are third group short forms, written 
thru the consonant following the accented syllable 

(: 140 ). 

4) Lines 9-12 are fourth group short forms, 
essentially self-reading but not conforming strictly to 
any one of the 3 preceding principles. Personal forms 
should be added to this group, only with great cau¬ 
tion, after you are thoroly familiar with the system as 
a whole. 

Most of these fourth group forms conform to one of four 
types: 

a) Forms writing the first and last parts of a word — 
consequence experiment gentleman intelligent international 
memorandum situation subscription universal. 

b) Forms omitting a final or semi-final consonant fol¬ 
lowing the diphthong a — desire inquiry oblige require. 

c) Forms which stop before completing the accented syl¬ 
lable, because the accent falls so near the end of the word — 
absolutely acquaint administration automobile independent 
individual organ / ize, ization represent transportation. 

d) Forms which write beyond the consonant following the 
accented syllable, because the accent falls at the beginning of 
the word — agriculture substitute. 


gitizeti by CtOOqIc 
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acquaintance evidence frequently intelligence 
consequently evidently gentlemen 


5) Most derivatives of the 72 additional short 
norms given in this section are perfectly regular. You 
feed note especially only the half dozen forms shown 
above. 

D Additional phrases 

The principles of modified joinings(142), sound 
omission (149) and word omission(157) may be applied 
in combination as well as separately to shorten 
familiar phrases of frequent occurrence in your own 
writing. 



school board 
planning board 


board of education 
board of trade 
board of directors 
i board of trustees 


Federal Reserve Board 
chairman of the board 


1) In phrases only, board may usually be reduced 
to b plus the level connecting tick. 



application blank 
order blank 

enclosed blank 

inclosed blank 


sale price 


selling price 

list price 


price list 


2) In phrases only, blank may be reduced to bl; 
price to pr. 
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account payable 

accounts payable 
bill payable 

bills payable 


account receivable 

accounts receivable 
bill receivable 
bills receivable 


3) In these common phrases, payable and receiv¬ 
able may be reduced as shown. 


•• 4 -.^. ' 





. 


common stock 

preferred stock 
stock market 

stock transfer' 

4) In phrases, stock 
bond to bn. 

(a) Note further omission in the compounds stockholder 
and bondholder; also mortgage reduced in accord with D5 just 
below. 


stockholder 

mortgage bond 

bond mortgage 
bondholder 

may be reduced to st; 


first mortgage bank draft 

second mortgage sight draft 

First National Bank profit and loss 

Second National Bank assets and liabilities 

5) In a limited number of common phrases, 
mortgage is reduced to mg; national bank to nb; 
draft to dra. 

(a) Note further omission of unessential sounds in bank 
draft and sight draft ; also in profit and loss and assets and 
liabilities (:149h). 
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New York Central sal 

Canadian Pacific 
general manager 

assistant general manager 


sales manager 
purchasing agent 
certificate of deposit 
per cash discount 


6) As regards New York Central and Canadian 
Pacific , compare 149h. 

In exceptional cases, involving a high degree of 
omission, a form involving disjoining may occasion¬ 
ally be used {certificate of deposit, cash discount). 

(a) This is very seldom the best means of distinction, for 
to lift the pen, even for the briefest space, takes more time 
and effort than to write the longest simple stroke, such as h 
or a. 

7) Business correspondence phrases 

Such expressions as your favor, under separate cover, 
we heg to state, in reply to your letter, etc are avoided 
by careful writers of good English. So long as such 
“ business jargon ” continues to be widely used, 
however, the stenographer must be prepared to write 
it. Accordingly, some of the commonest examples are 
here presented. A few others have been included 
among the phrases previously taught, in the Basic 


Text. 



8) As part of a phrase 
of 3 or more words, these 


reply referring forms may be shortened as 


replying favor shown 


1 by CiOOQlC 
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... 


9) 10) 

in reply to your at your convenience 

in regard to your at your early convenience 

with reference to your at your earliest conven- 
with respect to your ience 

at your earliest pos¬ 
sible convenience 


9) Omit to before your in phrases such as those 
shown; and reduce your to the same form as you 
when it is the last word of such phrases. 

10) Omit your , as well as other sounds, in the 
phrases shown. 


A. J&. . % . 


/ Ck ok ( m q m 

in answer to your letter replying to your letter 
in reply to your letter referring to your lett 

I'M rfi'hJ/M fn vAiir fnimr ypipyrina t-n \j rmr n 


n reply to your letter referring to your letter 
in reply to your favor referring to your order 
in regard to your order with reference 

»»**.**** /i/vW /»v 


11) Omit to your in phrases such as those shown. 

H . H, .■ V.V 

beg to state under separate cover 

beg to remain on receipt of your letter 

we beg to state acknowledge receipt 

1 beg to remain of your letter 

we acknowledge re¬ 
ceipt of your letter 


12) Shorten such phrases as the above as shown. 


vtOGQI 
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11 

25 

145 

70 

113 

145 

153 

117 

48 

134 

59 

108 

113 

11 

140 

117 

117 

140 

117 

25 

113 

122 

37 

37 

161 

108 

117 

140 


117 

11 

83 

161 

134 

134 

70 

161 

122 

161 

83 

25 

113 

11 

113 

83 

161 

134 

117 

117 

161 

11 


Wordsigns and short forms 


Number at left is section in which breve first appears. 


a 

a 

about 

accord 

account 

acknowledge 

address 

advantage 

affectionate, -ly 

after 

against 

all 

American 

amount 

and 

answer 

anticipate 

anxious 

appreciate 

approximate, -ly 

are 

around 

arrange 

as 

ask 

assistance 

association 

attention 

average 

b 

balance 

be 

because 

behind 

believe 

better 

between 

beyond 

both 

building 

business 

but 

c 

call 

can 

certain 

change 

character 

charge 

children 

Christian 

circumstances 

come 


161 communi/cate, 
cation 

134 company 
145 complete 
145 confi/dence, dent 
117 congratu/late, 
lation 

122 consider 
117 continue 
145 contract 
117 conven/ience, 
ient 

153 cooper/ate, ation 
161 correspond, -ence 
59 could 
122 course 
117 cover 
11T credit 

d 

113 date 
117 definite 
145 deliver 
145 department 
117 description 
140 determine 
70 did 

108 differ/ence, ent 
140 difficult, -y 
117 distinguish, -ed 
117 distrib/ute, ution 
11 do 
113 down 
140 duplicate 

e 

145 education 
70 enclose 
108 English 
134 enough 
108 etc 
48 every 
108 examination 
140 exercise 
145 expect 
140 experience 
145 express 
145 extra 

f 

140 favor 
108 figure 
122 find 
59 first 
122 follow 


48 for, four 
145 form 
161 fortunate, -ly 
122 found 
122 friend 
48 from 
59 full 
122 further 

g 

83 general 
153 girl 
59 give 
59 glad 
48 go 
59 good 

108 govern, -ment 
117 graduate 
59 great 

h 

11 had 
122 hand 
140 handkerchief 
37 has 
11 have 
11 he 
113 hope 
83 however 
122 hundred 

• 

1 

128 imag/ine, ination 
140 immediate 
153 impor/tant, tance 
11 in 

153 indeed 
83 information 
153 instead 
70 interest 
37 is 


59 just 

k 

122 kind 
128 knowledge 

1 

108 language 
134 large 
134 leave 
59 less 
25 let 
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25 letter 
83 line 
108 literature 
134 little 


m 

128 magazine 
108 manager 
161 manufacture 
153 market 
140 material 
70 matter 
108 member 
113 minute 
161 mistake 
25 month 
113 more 
37 most 
37 must 

n 

153 necessary 
134 never 
37 next 
25 no, know 
25 not 
113 note 
59 number 


11 of 
25 on 
59 only 

83 opportunity 
25 or 
70 order 
128 original 
70 other 
25 our, hour 
83 out 
70 over 

P 

145 part 
83 particular 
140 people 
140 perfect 
122 perhaps 
140 permanent 
122 personal 
25 please 
128 pleasure 
145 point 
161 policy 
108 popular 
128 positive 
128 possi/ble, bly 
128 practise 


134 present 
128 princi/pal, pie 
108 proba/bly, ble 
128 progress 
161 property 
161 proposition 
128 pub/lic, lish 
153 purchase 
140 purpose 

q 

70 question 
153 quite 
153 quote 

r 

122 rather 
37 receive 
134 recent 
161 recommend 
128 reference 
59 regard 
145 regret 
128 regular 
108 relative 
128 remember 
161 remittance 
145 request 
153 respect 
153 responsible 
37 return 
25 right, write 


113 sale 
37 same 
83 satisfactory 
145 school 
108 second 
59 self 
128 separate 
134 several 
48 shall 
48 she 
70 ship 
113 short 
59 should 
113 since 
37 so 
37 some 
113 soon 
134 special 
128 splendid 
161 standard 
37 state 
134 subject 
128 sufficient 
113 suggest 


108 

superintendent 

134 

suppose 

134 

-sure 

t 

113 

tell 

122 

than 

48 

that 

11 

the 

48 

there, their 

70 

thing 

70 

think 

48 

this 

122 

thousand 

25 

time 

11 

to, too, two 

153 

together 

122 

tomorrow 

113 

town 

134 

trust 

u 

70 

under 

70 

understand 

108 

university 

70 

until 

25 

up 

140 

usual 

V 

145 

value 

48 

very 

w 

37 

was 

11 

we 

11 

were 

48 

what 

48 

where 

128 

whether 

48 

which 

153 

while 

83 

whole 

25 

will 

11 

with 

161 

wonderful 

37 

word 

37 

work 

153 

world 

59 

would 

7 

153 

yes 

140 

yesterday 

153 

yet 

48 

you 

48 

your 
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